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A. OVERVIEW GENERAL STATEMENTS

A. Overview

1. General Statements

This User Manual provides rules for the usage of Quest Professional and its
functionality and step-by-step instructions for the Quest Professional Software
application. It does not cover bidding requirements and conditions for Rhode Island
Department of Transportation

This User Manual assumes the user has a basic understanding of Microsoft Window
operations and general terminology.




A. OVERVIEW QUEST PROFESSIONAL PURPOSE

2. Quest Professional Purpose

Quest Professional is a software package used by the consultant for the preparation of
a contract for advertising to the contractors. The purpose of Quest Professional is to
provide ease of use for data entry, organization of the contract data, quick generation
of reports, and easy transfer of contract data between consultants.




1. OVERVIEW TECHNICAL SUPPORT

3. Technical Support

Any questions regarding technical support for Quest Professional Software can be
referred to:

Office of the Chief Engineer Project Tracking Unit
@ (401)-222-2492 or by e-mail at PTS@dot.state.ri.us.
Office Hours: 8:30 AM — 4:00 PM




1. OVERVIEW CONVENTIONS

4. Conventions
My Projects View

My Projects | Project Detail | Support |

'5_3 Projects

=& In this tab all of the projects that
----- '}@ ftems .
_____ S— have. been created or imported
..... dl Biders are listed.
- Funding
----- i1 Project Team The Demonstration Project has
~4lll, Datasets been added to the program for
@ Assembies the purpose of this user manual.
----- & Addenda

Here, standard project
information can be viewed and
edited.




1. OVERVIEW

CONVENTIONS

Project Details

hiy Projects  Project Detail | Support I

In this tab all projects arelisted.

Here, the user gains access to
the project’s locations and
stations.




1. OVERVIEW

INSTALL QUEST PROFESSIONAL

By

Support Tab

Projects | Project Detail | :

=

Support

-{1] ASSEMBLY TEMPLATES
{0 CONTRACT DATES
-2 DATASETS

|27 DESIGN STAGES

-2 FACTORS

{27 FUMDING SOURCES

D 1M

-2 UTILITIES

In this tab all of the support
information can be viewed,
added, edited and printed.
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5. Hardware Requirements

These minimum hardware requirements are set by RIDOT to execute Quest
Professional on user’s machine:

1.

A e A A i

Pentium PC 400 running Windows 98 SE/NT 4.0 SP6/WIN 2000 SP2/Windows
XP

Access to a CD-ROM Drive

Access to a Floppy Drive

128 MB of memory

50 MB of Free Hard Disk space for the installation

Printer connected to computer

Mouse

Keyboard

15” or larger color VGA monitor

Quest Professional is not designed to work with Apple computers.

Technical support will not be provided if the user’s machine does not meet the above
minimum hardware requirements.
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5. Install Quest Professional

1. Itis important that the person logged into the machine for the installation has
Administrative rights to the machine.

2. Itis important that all users for the machine have been added to the list of users
for the machine.

3. Before installing Quest Professional, if you currently have an older version of
Quest Professional on your machine, you must first follow the un-installation
instructions for Quest Professional

4. Windows NT users must make sure the following items are installed on their
computer:

a. At least Internet Explorer 5.0 with at least Service Pack 2
b. Service Pack 6 for NT

5. Windows 98 users must make sure the following item is installed on their
computer:

a. At least Internet Explorer 5.0 with at least Service Pack 2

6. A machine may require a Windows Installer package to be installed first before
installing Quest Professional. There is a folder provided for each operating
system on the CD:

a. Windows 98: Installer98 Folder
b. Windows NT: InstallerNT Folder
c. Windows 2000: Installer2k Folder

7. Using the mouse double click on the Quest Pro.exe icon located on the

Installation CD. The Enter Password window will appear.

£

QuestPra

5. Enter RIDOT as the password.

Enter Pazzword |

T hiz installation iz password protected. Enter the
inztallation paszword inko the field below.

Password: I

| (k. I Cancel |

6. Click the button. The Quest Professional Setup Welcome Screen
appears.

7. Click the L
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i Quest Professional Setup - 0] x|

Welcome to the Quest
Professional Installation Wizard

7

It iz strongly recommended that you exit all Windows programs
befare running this zetup program.

Click Cancel to quit the setup program, then close any programs
you have running.  Click Mest to continue the installation.

WARMIMG: Thiz program iz protected by copyright law and
international treaties.

dnauthorized reproduction or distribution of this program, or any
portion of it, may result in gevere civil and criminal penalties, and
will be prosecuted to the maximum extent possible under law.

Cancel |
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8. The Destination Folder window will appear. A default location for the destination
folder will be suggested for installing Quest Professional into. Use the Browse
Button if a different location is desired for Quest Professional to be installed.

i'é’- Quest Professional Setup o] x|

Destination Folder
Select a folder where the application will be ingtalled.

The Wize Inztallation wizard will inztall the files for Quest Profezsional in the following
falder.

Toinstall into a different folder, click the Browse button, and select another falder.

Y'ou zan chooze not bo ingtall Quest Profeszional by clicking Cancel to exit the wize
Inztallation wizard.

" Degtination Falder

C:\Program FileshQuest Professionalk Browsze |

Wize [nztallation Wizard®

< Back

Cancel |

9. Click the L A button. A screen will appear to ensure user is ready to
install Quest Professional.

i'é'n Quest Professional Setup

Ready to Install the Application

Click Mext to begin inztallation,

Click the Back button to reenter the installation infarmation or click Cancel o exit
the wizard.

Wwize Inztallation ‘wizard®

< Back

Cancel |

10. Click the L A button. The Quest Professional installation will initiate.
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11. When the installation has completed, a screen will appear stating

Quest

A button.

Professional has been successfully installed. Click the L

{ist Quest Professional Setup _ o) x|

Quest Professional has been
successfully installed.

Click the Finizh button to exit thiz installation.

¢ Back

Cance| |

12. There may be a prompt to restart the computer. Click the Restart button to allow
the computer restart.
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13. If Network Application: If this is the first network application for the office:
After installation, but before logging in the first time, copy PX07MA .kml and
PX07MS .kml from the C:\Program Files\Quest Professional folder and paste them
into a designated folder on the server. It is important to note that the file path to
the server location can only contain alphanumeric characters and spaces.

14. To view Quest Professional, select the Start Button, Select Programs, and Select
Quest Professional. A login box will appear requesting the Site Codes. This
information is distributed by RIDOT and will be on a sheet included with the

installation package.

erver

b .B ArCEss0nes
Microsoft Excel
Documents * S QuestLite

gh sen X Ty
= 2 snaglt &

¥

S

-loix]

—Select Syztem Configuration

{+ Standalone Application

i~ MWetwork Application

— Enter Site 1D

Local Site 1D:

0k |

Cloze |
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15. Select the correct option for the Type of Application:
a. If Network Application:
i. Click the option for Network Application. The Setup Defaults Box
will request a Master Site ID, Local Site ID, and Master Database
Location.

=T

—Select Spstem Configuration

{~ Standalone Application * Metwork Application

— Enter Site ID

Local Site ID: | | | |

Master Site 1D: | | | |

Mazter Database Location:

| o

0K | Cloge |

ii. Type the Local Site ID from the Login Sheet.

iii. Type the Master Site ID from the Login Sheet. This Site ID should
be the same for all machines pointing to the same Master Database
on the server location.

iv. Map the Master Database Location to PX07MA kml located in the
folder on the server as designated earlier.

v. Once the Default Setup information has been entered, click the

button.

b. If Standalone application:
i. Select the Standalone Application option.

-l

— Select System Configuration

{+ Standalone Application "~ Metwork Application

— Enter Site ID

Local Site 1D:

OF. | Cloze |
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Enter the Site ID from the Login Sheet in the Local Site ID text
box provided.

ii. Click the button.

16. If the below message appears after entering the correct Site ID to login into Quest

il.

Professional:

Site Code ) x|

Site record does not exist in database, Would ywou like to impart the latest compansy and
site records?

a. Click the button.

b. The Import box will appear. Click the

pstammpore TR
[=]

= Local Area
v el m {7 ntermet

button.

I &

Select the correct file which should look similar tquITES"IEQ'Zip .

C.
d. Click the &‘ button. A message will appear stating the import
process may take several minutes.

Data Import r _El

i Warning: Diata Import will verify and update the existing database information. Ik will
may take a several minutes, Do waou wank bo conkinue?

Yes Mo |

e. Click the button.
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f. A message will appear when the file has been imported successfully.
Click the i button.

i+ Data Imporkt ﬂ

J Filers) imported succestully.

g. Click the button again on the Setup Defaults screen.
17. Enter admin for the user name and admin for the password.

—wtogn x|

Izer: Iladmin

Passyvard: | *****

+ ¥ Remember Pazsward
. Cancel |

An Eﬂhuﬂwmm TICACT sl B
Also utilized for Online Bidding

CORPORATION

i
- ol

18. Leave a checkmark in the box next to Remember Password if the user name and
password should be remembered each time logging in.

18. Click the button. The Quest Professional Main Screen will now

appear.
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6. Uninstall Quest Professional

6.1 Windows 98 Operating System

1. Press the Start Button, Settings, and then Control Panel.

Open Office Document

1 Programs L
Favarites L
Documents 4
SeTiREs Bl Contal Parel
Frinters
Find » S Taskbar & Start Menu..
- @ Folder Options....
=
&=k :\Zj Active Desktop 4
Bur.. By windows Update...

Log Off Debarak 07

Shut Down....

2. Double-Click the Add/Remove Programs icon with the mouse. The Add/Remove
Programs Properties window appears.

Add/Remaove
Programs
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3. Select Quest Professional in the list of programs.

Add/Remove Programs Properties EFHE
Install/Uninstall | Windows Setup | Startup Disk I

@ Toingtall a new program from a floppy disk or CO-ROM
—_

drive, click [nstall.
Install...

The following software can be automatically removed by
Windows, Toremove a program or to modify its installed
components, zelect it from the list and click
Add/Remove.

Microzoft Firewall Client

Microzoft Internet Explorer & and Internet Tools
Microzoft Outlook Express B

Microzoft Windows Critical Update Notification

iLuest Prof
Snaglt B
Windows Media Player 7.1 %

Add/Bemave. . |

QK | Cancel | Al |

4. Click the . #dd/Bemave... | 4\ tton with the mouse. The Windows Installer window
appears.

Windows Installer [ ]

Are pou sure pou want bo uningtall this product’?

5. Click & , the uninstall process will initiate.




1. OVERVIEW

UNINSTALL QUEST PROFESSIONAL - WINDOWS 98

6. Once the i rocess has completed, in the Add/Remove Program Properties window

click .

Add/Remove Programs Properties

Install/Uninstall | windows S etup | Startup Disk |

[ 7]x]

Tao inztall a new program from a floppy disk or CD-ROM

drive, click Install.
Inztall...

The following softweare can be automatically removed by
‘Windows. To remove a program or to modify its installed

=

compohents, select it from the list and click
Add/Remove.

Belarc Advigor 5.0

Livellpdate 1.6 [Symantec Corporation)
Microzoft Intemet Explorer & and Intemet Tools
Microzoft Office 2000 SR-1 Premiurm

Microzoft Qutlook Express 5

Microzaft Web Publishing ‘Wizard 1.6

Micrazoft Windows Critical Update Motifization
Methdeating 3.01

Marton Antivirug Corporate E dition

AddiEemeve.. |

|

Cancel |

ok, |

Epply |

7. Quest Professional has now been removed from the computer.
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6.2 Windows 2000 Professional Operating System

1. Press the Start Button, Settings, and then Control Panel.

Mew OFfice Document

Open Office Document

@ ‘Windows Update

WinZip

Programs L4

Documents

B3 control Panel

Sektings

- Metwork and Dial-up Connections

- Printets

a Taskbar & Stark Menu. ..

Log Off Deborahdod...

‘V Shut Down,

2. Double-Click the Add/Remove Programs icon with the mouse. The Add/Remove
Programs Properties window appears.

Add/Remove
Frograms

3. Select Quest Professional from the List of programs.

/Remove Programs oy ] 4
Currently installed programs: Sort by:IName - l
ﬁ! Quest Lite Size 26.9MB o

r 4
it Fram your

Snaglt 6 Size 10.3MB

ﬁ Windaws 2000 Application Compatibility Update

ﬁ Windaws 2000 Hotfix {Pre-5P3) [See Q300972 for more
information]
ﬁ Windows 2000 Hotfix {Pre-5P3) [See Q311967 For more
information]
ﬁ Windows 2000 Hotfix {Pre-3P3) [See Q313450 For more
infarmation]
ﬁ Windows 2000 Hotfix (Pre-3P3) [See Q313582 For more
infarmation]
ﬁ Windows 2000 Hotfix (Pre-3P3) [See Q313529 For more =
information]
ﬁ Windows 2000 Hotfix (Pre-3P3) [See (314147 For more
information]
) andows ZQDD Hotfix {Pre-3P3) [See (318593 For more :I

Close |
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4. Select the M button. The Windows Installer window appears.

Add/Remove Programs El

@ Are wou sure wol wank ko remove Quest Professional From wour computer?

Yes Mo |

5. Click the button. The uninstall process will initiate.

6. Once the process has completed, in the Add/Remove Programs window select the

Close button.

7. Quest Professional has now been removed from the computer.
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6.3 Windows NT Operating System

1. Press the Start Button, Settings, and then Control Panel.

Mew Office Documnent

Open Office Docurment

Programns L4
Favorites 4

Documents 4

=

=

Iy

B C
L=l B
Find 4 a Taskbar & Start Meru...
@ FEolder Options...
Help _— .
Active Desktop r

Log Off DeborakJO1...

Shut Down...

2. Double-Click the Add/Remove Programs icon with the mouse. The Add/Remove
Programs Properties window appears.

Add/Remove
Programs

3. Select Quest Professional from the List of programs.
Install/Uninstal |Wind0ws Setupl Startup Diskl

To install a new program from a floppy disk or CD-ROM
drive, click Install.
—_

Install...

The following software can be automatically removed by
Windows. Taoremove a program or ta modify itz installed

components, select it from the list and click
Add/Remove.

Microzoft Firewall Client

icrozoft Internet E xplorer 6 and Intermet Tools
Microsoft Outlook Express B

Microzoft Windows Critical Update Motification
Juest Lite

Windows Media Player 7.1 %

Add/Bemove. .. |

ak. | Cancel | Ly |
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4. Click the M button. The Windows Installer window appears.

Windows Installer [ ]

Are pou sure pou want bo uningtall this product’?

5. Click the & J button. The uninstall process will initiate.

6. Once the process has completed, in the Add/Remove Program Properties
window click the ‘ button.

Add/Remove Programs Properties 2]
Install/Uninstall | windows S etup | Startup Disk |

g Tao inztall a new program from a floppy disk or CD-ROM
_

drive, click Install.
Inztall...

The following softweare can be automatically removed by
‘Windows. To remove a program or to modify its installed
compohents, select it from the list and click
Add/Remove.

Belarc Advizor B.0 P
Livellpdate 1.6 [Symantec Corporation)

Microzoft Intemet Explorer & and Intemet Tools

Microzoft Office 2000 SR-1 Premiurm

Microzoft Qutlook Express 5

Microzaft Web Publishing ‘Wizard 1.6

Micrazoft Windows Critical Update Motifization

Methdeating 3.01

Marton Antivirug Corporate E dition LI

AddiEemeve.. |

ak [ | Cancel | Sppl |
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6.4 Windows XP Operating System

1. Press the Start Button and then Control Panel.

; Internet __) My Documents
Internet Explorer

E-mail i bMy Recent Documents »
Microsoft Qutloak

e
: it Quest Like _—D My Music

__‘j My Pictures

=
Data Sources (ODBC) (2) 5! My Computer

Microsoft Access

d ‘Windows Messenger

w Paint

g My Network Places

Printers and Faxes

9) Help and Suppork

® ‘Windows Media Player -
’.) Search

All Programs p ;‘5’ Run...

%ﬂ Currently installed programs: Sort by:

Change or ﬁ%‘ LiveUpdate 1.6 (Symantec Carporation) Size 2.93M8
Remove
Programs 3 Wicrogaft Firewal Client Size 6,19MB
% Norkon Antivirus Corporate Edition Size  13.12MB
ia 5 Quest Lite Size  37.87MB
Qi?;r%?n"\; “%l Quest Professional i
AddfRemove
CDV_:;I;g?:I:tS ﬁ! ‘Wwindows xP Application Compatibilicy Update[(319580]

ﬁ tindows 2P Hotfix {SP1) [See Q282010 for more information]
ﬁ%‘ Windows ¥P Hotfix {SP1) [See Q307869 for more information]
ﬁ! twindows XP Hotfix (SP1) [See Q308210 for more information]
ﬁ! Windows ¥P Hotfix (SP1) [See Q309521 For more information]
ﬁ! Wwindows xP Hotfiz (SP1) [See Q310437 for more information]
ﬁ tindows 2P Hotfix {SP1) [See ©310510 for more information]
ﬁ%‘ Windows ¥P Hotfix (SP1) [See Q311542 for more information]
ﬁ! twindows XP Hotfix (SP1) [See Q311889 for more information]

=] FYT) CREY) LYRNY a4 © ik imml
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4. Click on the [M button. The Windows Installer window appears.

Add or Remove Programs X

C.

[ Yes l [ Mo

:;) Are you sure vou wank fo remove Quest Professional from yaour compuker?

5. Click on the button. The uninstall process will initiate.

6. Once the process has completed, in the Add/Remove Program Properties

window, Quest Professional will no longer display in the Add/Remove Program

screen.

# Add or Remove Programs

Change or
Remove

%

Add Hew
Programs

Add/Remove

Windows
Components

Programs

Currently installed programs:

To change this p

3 Microsoft Firewall Client

% Microsoft Office ¥P Professional with FrontPage

B Microsoft Producer

.% Morkon Antivirus Corporate Edition

ﬁl Quest Professional

(0 Snaglt &

ﬁl ‘Windows XP Application Compatibility Update[G319580]

ﬁ! ‘windows P HotFix {SP1) [See Q307869 for more information]
ﬁ! ‘windows xP Hotfix (SP1) [See Q308210 for more information]
ﬁ' wWindows %P Hotfix (SP1) [See Q309521 for more information]
ﬁl windows %P Hotfix (SP1) [See Q310437 for mare information]
ﬁl ‘windows P HotFix {SP1) [See Q310510 for more information]
ﬁl ‘windows P HotFix {SP1) [See Q311542 for more information]

B | T T Y W T Tt PR S VSRR Y-SR I, |

ChangefRemove

6.19MB

Size
Size
Size
Size
Size

Size:

504, 00ME
155.00ME
13.12MB
64, 15ME
11.89M8

I€

Close

7. Left-Click with the mouse on the

Close

button.
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B. Rules

1. Application Overview

1. The following characters cannot be entered in any fields:
a. ~
b. "
c. |
2. Users should ensure their system’s short date format is M\d\yyyy.
a. In the Control Panel, go to Regional Settings.
b. Click on the Date Tab
c. Make sure the Short Date Format is M\d\yyyy.
3. Databases should never be placed in a folder where the path to the folder consists
of any characters other then alphanumeric and/or spaces.
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NETWORK APPLICATION - GENERAL

2. Network Application

2.1

General

. The Master Active and Master Support Databases (PX07MA .kml, PX07MS.kml)

must always be kept in the same location.

When User is going to create an export file, the export file will be created from
the Local DB. The user will have the option to get latest from the Master DB at
this time. Regardless of what the user selects, the export file will be created from
the Local DB.

Changes to Contract Dates and Contract Documents will not affect changes to the
Contract information kept in the Contract Table.

When user is in Quest Professional all support data displayed is from the Local
Database.

When a user creates a project locally, Quest Professional checks the Master
Database first for a duplicate PTS Code before allowing the project to be created
locally.

When a user creates a contract for a project locally, Quest Professional checks the
Master Database for a Contract already assigned to the project, before allowing
the contract for the project to be created locally.

Project can NOT be uploaded to the Master if there are duplicate Job Specific
Item Codes for a project in the Local Database.

a. L.E. The Local deleted the Job Specific Item from the project and then
created a new Job Specific Item with the same Item Code, but a different
Description and or Unit of Measure. If a Job Specific Item is deleted from
the local database and is recreated with the same Item Code but different
Description and or Unit of Measure, the local machine should follow the
below steps before deleting and recreating:

1. Perform Get Master Data Function for the specific project.

ii. Delete the Job Specific Item on the Local Machine.

iii.  Perform Update Master Data Function for the specific project.

iv. Create the new Job Specific Item with the same Item Code but
different Description and or Unit of Measure on the Local
Machine.

v. Perform Update Master Data Function for the specific project.
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2.2 Advertising and Addendum

1. When the project is advertised, the Master Database is automatically updated and
no other local machines will be able to advertise this same project.

2. When the user begins to set an addendum, the program will retrieve the latest
version from the Master DB and overwrite what is on the local database with the
Master Database Information.

3. When the user sets an addendum, the project will automatically check out from
the Master Database

4. When the user posts an addendum, they must first check out the project.

Only 1 person can check out the project to post an addendum.

9]
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2.3 Update Master Data & Get Master Data

1. When the Update Master Data or the Get Master Data is executed, the only
support data that is synced between the local and the master is the project
dependent data.

2. When the Get Master Data function is executed, the entire Master Database is
locked down until the function is completed.
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2.1 Check-In/Check-Out

1. When a Project has been Checked-Out, only the User who has checked out the
Project will be allowed to update the Master Database with Project information

2. When a Project has been Checked-Out, Get Master Data functionality will not be
allowed for this Project
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3. Quest Professional Installation

1.

2.
3.

A Site ID must be unique for each machine. There cannot be more then one
machine with the same Site ID as this can cause possible loss of data.
The installation uses Windows Installer
A machine may require a Windows Installer package to be installed first before
installing Quest Professional. There is a folder provided for each operating
system on the CD:

a. Windows 98: Installer98 Folder

b. Windows NT: InstallerNT Folder

c. Windows 2000: Installer2k Folder
The Quest Professional Installation Package will work for the following
Operating Systems:

a. Windows 98 Second Edition (SE)

b. Windows NT 4.0 SP 6

c. Windows 2000

d. Windows XP
Windows NT users must make sure the following items are installed on the
computer:

a. At least Internet Explorer 5.0 with at least Service Pack 2

b. Service Pack 6 for NT
Windows 98 users must make sure the following items are installed on the
computer:

a. At least Internet Explorer 5.0 with at least Service Pack 2
If a message box appears stating that a file could not be installed or registered and
to contact the system administrator, the user should click the IGNORE button for
all these messages and the installation should resume.
There are two (2) types of Quest Professional Installations.

a. Standalone

b. Network
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4. Projects

1. When a project is first created the required fields are:

a. PTS Code

b. Project Name

c. Project Owner

d. Default Dataset
2. When changes or additions are made to the project, the Save button must be
clicked.
A project can contain multiple cities
The Project owner can be changed at any time.

a. The changing of a project owner will not trigger the addendum process

The PTS code must be unique.
There can be only 1 active project with a unique PTS code.
The PTS Code can only contain alphanumeric characters and dashes (-).
PTS Code once entered cannot be modified. The project must be deleted and
recreated with the correct PTS Code.

W

O N
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5. Item

el A Ul e

12.

13.

14.

15.

16.

17.

18.

19.

20.
21.

22.

An item cannot have a total negative quantity.

An item can be a Specialty Item

An item can be a DBE item.

An item can be a Specialty and a DBE item.

An item can be a part of an assembly and still have regular locations and stations.
The item quantity can be 0 pre-advertising.

All Lump Sum Item quantities must equal 1.

All non-Lump Sum Item Quantities must be equal to or greater then 1.

A project can not include duplicate item codes.

. The Item’s Engineer’s Estimate Price can be $0.00 in pre-advertising.
. To advertise the project or post an addendum, the Item’s Engineer’s estimate

price must be greater then $0.00.
The purpose of the Default Improvement Type is meant as a user convenience.

a. When locations are created for that item, the location’s improvement
type will default to the item’s improvement type to allow easier data
entry by the user.

b. Otherwise, it has no significance. L.E. it is not used in funding
calculations.

If the item has locations/stations, the item’s total quantity is calculated by
summing the item’s location quantities.

If an item’s location has stations, the location’s quantity is determined by the sum
of its stations.

The item’s total price is calculated by multiplying the item’s total quantity by the
item’s engineer’s estimate price.

On the Item Details Grid, the user may enter a quantity value for an item only if
there are no locations/stations for that item. If the item has locations/stations, the
quantity value on the Item Details grid is not editable.

An item can have either a minimum or only acceptable bid price, but not both.
An item does not have to have a minimum or only acceptable bid price.

Items can be removed from a project at any time until bid files are imported to the
project.

Specialty Items will have the sequence number preceded with an S (I.E. S004)

In addendum 0 (pre-advertising), sequence numbers are generated
alphanumerically ascending by item code.

In Addendums greater then 0, the Sequence Numbers are generated
alphanumerically ascending by item code for that addendum.
Example 1:
a. Addendum O:

001 Item A

002 Item B

003 Item C

004 Item D

005 Item E

006 Item F




B. RULES

ITEM

b. User deletes Item C. User now has:

c¢. User re-adds Item C in Addendum 1. User now has:

23. 02.04.16 Rules Meeting: Items re-added (Addendum > 0) or undeleted (Pre-

001 Item A
002 Item B
003 Item D
004 Item E
005 Item F
001 Item A
002 Item B
003 Item D
004 Item E
005 Item F
006 Item C

Advertising) to a project will receive original sequence Number when it was first

added. The sequence number is not regenerated.

Example:

Addendum O:

User deletes Item D in Addendum 1.

User re-adds Item D in Addendum 2

001
002
003
004
005
006

001
002
003
004
005
006

001
002
003
004
005
006

Item A
Item B
Item C
Item D
Item E
Item F

Item A
Item B
Item C
“Item Deleted”
Item E
Item F

Item A
Item B
Item C
Item D
Item E
Item F

24. When an item is re-added:

a.

The item’s default improvement type value will be empty.
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b. The Item quantity will be recalculated based on the sub item
quantities.
c. When an item is re-added, the Engineer’s Estimate Price is $0.00.
d. When an item is re-added, if the item was in an assembly before it was
originally deleted, the item will NOT be re-added to that assembly.
25. When an item is re-added, the following is re-added with the item:
a. Minimum acceptable bid price (if applicable)
b. Only Acceptable Bid Price (if applicable)
c. Specialty Value
d. DBE Value
e. Justification Value
26. If an item is added to a project that is outside of permission ranges for a user, the
item will default to read/write permissions.

Example:
a. User A has Read/Write Permissions for item codes 201.0302 to
701.7715.

b. They are locked from items 808.1621 to 901.0121.

c. Item 905.0117 is added to the project.

d. Because the permission ranges specified for User A do not include this
item added, User A will have read/write permissions to this item until
otherwise specified.

27.1f an item is re-added in addendum 0, the previous information (locations,
stations, etc.) for that item will not be re-added.
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6. Job Specific Item

1.

Nowvwkwd

0 %0

I11.

12.
13.

14.

15.

The Job Specific Items Description cannot be changed after the project has been
advertised. If the user needs to change it, they will have to delete it and then
reenter it with the new description.

There cannot be duplicate job specific Item codes in the same project.

A job specific item can be a Specialty Item

A job specific item can be a DBE item.

A Job specific item can be a specialty and a DBE item.

A Job Specific Item can be part of an assembly.

The format for the Job specific Item Code is AAA.99NN.

A= Alphanumeric =~ N = Numeric

A Job Specific Item cannot be part of an assembly template.

Job Specific Items can be created with non-sequential item codes.

. A Job Specific Item must contain an item code, Unit of Measure, and a

description to be created.
A Job Specific Item can be removed from a project at any time until bid files are
imported.
When a user creates a Job Specific Item and deletes it, the deleted flag is checked.
If user creates a Job Specific Item with the Item Code of a previously deleted Job
Specific Item for the same project, the record for this Item in the PRJIITEMS table
will have the deleted flag unchecked and the record information will be
overwritten with the new Job Specific Item information.
When a Job Specific Item is restored (adding it through the Mark Undeleted
Button or the Add/Remove Items Screen), only the sub items for that Item ID that
existed (deleted flag not checked) when the Item was deleted will be restored with
the Job Specific Item

a. Assembly Sub Items are not restored with the Job Specific Item.
If a Job Specific item is re-added in addendum 0, the previous information
(locations, stations, etc.) for that item will not be re-added.
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7. Sign Item

PN R

A sign item can have regular locations/stations.

A sign item can be a DBE item.

A sign item can be a specialty item.

A Sign item can be a specialty and DBE item.

A Sign item can have a minimum or only acceptable bid price, but never both.
A sign item does not have to have a minimum or only acceptable bid price.
Sign items are actually the structure to hold the sign.

All Sign Item Calculations, Types, etc. are defined by the Federal Government as
mandated. Refer to http://mutcd.fhwa.dot.gov/ and
http://members.aol.com/rcmoeur/signman.html for more information.

Once a sign sub item is added through the “Add Sign” dialog box, it cannot be
edited. The user must delete the sign item and start over again.
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8. Location/Station

10.

The user will receive a prompt for the location or station word in the box when
user begins to type the word in the grid if there are similar location or station
descriptions.

Drop downs are provided for location and station description entry in the

location/station grid.

When user selects an improvement type for a location or station the FAP number

will automatically fill. If there is more then 1 FAP number for that improvement

type, user will be given a list of FAP numbers to select.

A Location/Station can have a negative quantity as long as the total quantity for

the item is positive. This applies to both assembly locations/stations and regular

locations/stations.

User is prevented from assigning negative value at the location/station level that

will cause the item’s total quantity to be negative.

User cannot insert a duplicate location for an item or a duplicate station for a

location.

a. This is for regular items and for assemblies. If user attempts to do this, they
will receive a msg. box notifying them of the duplicate and will be
prevented from adding the duplicate sub item.

b.  Programmatically, this check is in the insert code. The edit code will only
check when the description is edited.

C. If user has imported files and now has duplicate stations and the user
changes information (qty, improvement type, FAP), they are not notified of
the duplicate stations.

If an item has a default improvement type, the locations for that item will default

to the item’s default improvement type. However, the user is allowed to select a

different improvement type for the location.

If a location has its improvement type set, the corresponding stations when

created will default to its locations improvement type. This information can be

changed by the user.

If a location has its FAP set, the corresponding stations when created will default

to its locations FAP. This information can be changed by the user.

If a location is assigned to several regular items (non-assembly), changes made to

the location at one item will not affect the same location under other items.

Example:

Item A

Location A

Item B
Location A

a. User deletes Location A from Item A.
b. Item B will still keep Location A
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11. If a location contains stations, the location’s quantity value and the location’s
funding information cannot be edited. The location description however can be
edited.

12. The location quantity equals the sum of all corresponding stations.

13. The locations/stations for an item can all have different improvement types and
FAP numbers.

Example:
Location A A000 FAP 123-456 (002)
Station A B000 FAP 678-543 (001)
Station B A000 FAP 123-456 (002)
Location B D000 FAP 678-543 (001)

14. Funding totals are determined at the lowest level of an item. L.E. If a location has
stations, funding is determined by the stations and no consideration is given to the
location’s improvement type/FAP Number.

15. Funding is based on locations/station and not the item’s default improvement
type.

16. For pre-advertising all item and location/station changes are not tracked.

17. If an item belongs to an assembly, to remove the item from the project, it must be
removed through the assembly first and then removed from the item details grid.

a. If the user attempts to delete the item first through the project, they will
receive a message box notifying them to first remove it from the assembly.

18. If an item has regular sub items in pre-advertising:

a. User deletes the item and the item is totally removed along with
corresponding locations/stations from the project.

b. Should the user re add this item in pre-advertising, ALL previously
existing regular sub items are re-added to this item.

c. Should the user re add this item in an addendum, ALL regular sub items
that existed ONLY in the previous addendum are re-added to this item.
Example 1:

1. Addendum O: Item A has Location 1, Location 2, Location 3,
Location 4, Location 5, Location 6, Location 7. The user removes
Locations 5, Location 6, and Location 7 before advertising.
ii. The user removes Item A in Addendum 1.
iii. The user adds Item A in Addendum 2. Item A is re-added with
Location 1, Location 2, Location 3, and Location 4.
Example 2:
1. Addendum O: Item A has Location 1, Location 2, Location 3,
Location 4, Location 5, Location 6, Location 7. The user deleted
Location 5, Location 6, and Location 7. User then deletes Item A.
ii. Addendum 1: User re-adds the item and the user will receive Item
A with Location 1, Location 2, Location 3, and Location 4

19. It only possible to restore and un-delete to regular (non-assembly) items and

regular (non-assembly) locations/stations.
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9. Assembly

The user must be able to enter a depth value for an assembly item.

The depth value is string type.

The factor value for an assembly item extends up to 5 decimal places.

The factor value must be positive.

An Assembly must have items to advertise the project or post an addendum.

An Assembly must have locations to advertise the project or post an addendum.

An assembly does not require stations, but can have them.

If an assembly’s location has corresponding stations, the assembly location

quantity value must equal the sum of the corresponding stations.

Assembly location and stations can only be removed from the project through the

assembly. LE. they cannot be removed on the Project Details Tab under an item

in the assembly.

10. If an assembly is removed from the project, the items are left in the project. The
items however will not have the assembly locations and stations associated with
it.

11. An Assembly item can be assigned regular locations and stations. (I.E. non-
assembly locations/stations).

a. Regular Stations cannot be assigned to assembly locations.

12. The regular locations and stations can only be assigned in the Project Details Tab
and not in the assembly screen.

13. Assembly Items can be Job Specific Items.

14. Assembly Items can be Specialty Items.

15. Assembly Items can be DBE Items.

16. A distinct assembly is defined by its name and unit of measure.

17. Duplicate assemblies are not allowed in a project. (I.E. Assembly Name and Unit
of Measure)

18. Funding can only be assigned to assembly locations/stations in the Project Details
Tab under each assembly item.

19. An assembly can contain no items and/or locations/stations pre-advertising.

20. An assembly location cannot have regular stations.

21. Assemblies cannot be re-added.

22. If an item is removed from the assembly, the item will stay in the project but will

not have the assembly locations/stations assigned to it.

a. Deleted flag is checked for the item in that specific assembly in the

PN R

e

ASMITEMS table

b. Deleted Flag is checked for the assembly locations/stations for that item in
the SUBITEMS Table.

c. The location/station from the assembly will be removed for the deleted
item in the DOQ table.

23. If an assembly is removed from a project, the items will stay in the project, but
without the Assembly Locations/Stations.
a. Deleted Flag is checked for the location/station in the SUBITEMS table
for the assembly items.
b. Deleted Flag is checked for the items in the ASMITEMS table.
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24.
25.

26.
27.

28.
29.
30.

c. Deleted Flag is checked for the Assembly in the PRJIASSEMBLY Table.
d. Deleted Flag is checked for the location/station in the ASMSUBITEMS
table.
e. The location/station will be removed from the DOQ table for the assembly
items.
If a location/station is removed from an assembly
When assembly is created, user must enter the required fields consisting of:
a. Assembly Name
b. Assembly Unit of Measure
c. Assembly Code
The assembly Code must be 5 alphanumeric characters in length
All Locations and Stations for a particular assembly will have the Assembly Code
in parentheses () at the end of their description for an item. LE.:
a. 201.0401 is part of Assembly A, Assembly Code (ASMBA).
b. This assembly has A Location 1.
c. Inthe DOQ report, 201.0401 will display this location as “A Location 1
(ASMBA)”
The Assembly Code cannot be edited once entered by the user.
Assemblies cannot have a Unit of Measure of LS
Assemblies cannot include any Items that have a Unit of Measure of LS.
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10. Import/Export— Between Quest Professional Sites

** Consultant 1 and Consultant 2 have different Site ID’s.

General Overview:
1. All deleted records (excluding reference data not related to the project) will be
exported.
2. When any change, addition, or deletion is accepted, the DATELAST MODFIED
value will be updated from the machine importing the information.
3. Accept All will only import the deleted records that match between the Import
File and the User’s DB.

Regular Items:
1. Ifan item is deleted at one Quest Professional Site and exported to another Quest

Professional Site that currently has this same item as undeleted in the same
project the following will happen:

a. Ifthe user chooses to accept all changes for the project: The item and any
corresponding locations/stations for that item are deleted.

b. If the user chooses view changes in the Comparison Screen: The item and
any corresponding locations/stations for that item are displayed in red and
the user may choose to accept the deleted item and corresponding
locations/stations.

For Example:
Consultant 1 created Item A and exports the project to Consultant 2. Consultant 2
deletes Item A and exports back to Consultant 1.

a. Consultant 1 chooses to accept all changes to the project. Item A and its
corresponding locations/stations will be deleted from the project.

b. Consultant 1 chooses to view all changes through the comparison screen.
Consultant 1 will see that this item and its corresponding locations/stations
are deleted and Consultant 1 may decide on accepting the deleted item and
locations/stations.

2. Ifan item is deleted at one Quest Professional Site and exported to another Quest
Professional Site that currently has this same item as undeleted in the same
project and this item is also part of an assembly the following will happen:

a. Ifthe user chooses to accept all changes for the project: The item and any
corresponding locations/stations for that item are deleted. The item is also
removed from any assemblies that it was part of.

b. If the user chooses view changes in the Comparison Screen: The item and
any corresponding locations/stations for that item are displayed in red and
the user may choose to accept the deleted item and corresponding
locations/stations. The item is also marked red for the assembly it is part
of. If the user accepts the deleted item, the item and any corresponding
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locations/station are removed from the project and the item will also be
removed from the assemblies it is part of.

3. When user accepts a deleted item:

a. Check the deleted flag for the deleted item from any corresponding
assemblies in the PRJIASMITEMS table.

b. Check the deleted flag for all corresponding assembly locations/stations
for the deleted item in the SUBITEMS table.

c. Check the deleted flag for corresponding regular locations/stations for the
deleted item in the SUBITEMS table.

d. Check the deleted flag for this item in PRIITEMS.

e. Check the deleted flag for any sign sub items in the SIGN SUBITEMS
table for this item.

Locations/Stations:

1. Locations are compared by the location’s description.
For Example:
Consultant 1:

Item A
Loc A
Sta 10=10
Sta20=20

Consultant 2:

Item A
Loc A
StaA=10
Sta B =20

Consultant 1 imports from Consultant 2. Because the location descriptions match
Consultant 1 will now have:

Item A
Loc A
Sta 10=10
Sta 20 =20
StaA=10
Sta B=20

2. Ifa Quest Professional user has a location with stations and imports a location
with the same description, without stations, and a different quantity, the following

occurs:
a.

The user chooses to accept all information. The location without stations
will be imported, but the current station quantities will not be removed.
The location’s quantity is recalculated using the station quantities.

The user chooses to view all project changes through the comparison
screen. The user will see this location as yellow due to the difference in
quantity and stations. If the user accepts the change, the location without
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stations will be imported, but the current station quantities will not be
removed. The location’s quantity is recalculated using the station
quantities.

For Example:

Consultant]
Item A
Loc A=90
Sta10=10
Sta 20 =80
Consultant 2
Item A
Loc A =50

Consultant 1 imports from Consultant 2.

a. Consultant 1 chooses to accept all project data. The qty change for the
location is accepted. The location quantity is recalculated using the stations
quantities and the location’s quantity is changed back to 90.

b. Consultant 1 chooses to view the project changes in the comparison screen.
The screen displays the item as yellow due to the quantity change. If
Consultant 1 was to accept this qty change, the qty change for the location is
accepted. The location quantity is then recalculated using the stations
quantities and the location’s quantity is changed back to 90.

3. Stations for a specific location are compared by Network ID.
a. If the Network ID’s match:

i. If the user chooses to accept all project information, the station
description and qty is overwritten with the imported file’s station
description and quantity

ii. If the user chooses to view project changes through the comparison
screen, the station would be yellow. If the user accepts the change,
the quantity would be changed to the imported file quantity.

b. If Network Id’s do not match:

i. If the user chooses to accept all project changes, there will be
duplicate stations for that location.

ii. If the user chooses to view the project changes through the
comparison screen, the station will be green. If the user accepts
this new station, there will be duplicate stations for that location.

Example:
Consultant 1:
Item A
Loc A
Sta 10 =10
Sta 20 =20
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StaA=10
Sta B=20
Consultant 2:
Item A
Loc A
Sta20 =20

Consultant 1 imports from Consultant 2.

If the network ID’s do not match, Consultant 1 will now have duplicate stations as

seen below:
Item A
Loc A

Sta10=10
Sta20 =20
StaA=10
StaB=20
Sta20=20

4. If auser has a location without stations and imports a location with the same
description, has stations, and a different quantity, the following occurs:

a. The user chooses to accept all project information. The location
descriptions are compared. Because they match, the location is imported
with the corresponding stations and overwrites the current location. The
location quantity is recalculated based on the stations quantities.

b. The user chooses to use the comparison screen to view the project
information changes. The location will be yellow and the corresponding
stations will be green. If the user chooses to accept the location, because
the location descriptions match, the location is imported with the
corresponding stations and overwrites the current location. The location
quantity is recalculated based on the stations quantities.

Example:
Consultant 1
Loc A=110

Consultant 2

Loc A=90
Sta A =40
Sta B=150

Consultant 1 imports Consultant 2.

a. Consultant 1 chooses to accept all changes. Because the location
descriptions match, Consultant 2’s Loc A with corresponding stations
overwrites Consultant 1’s Loc A. Loc A quantity is recalculated with the
new stations quantities.
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b. Consultant 1 chooses to view the changes through the comparison screen.

Loc A would be yellow. Sta A and Sta B would be green under Loc A.
Consultant 1 chooses to accept Consultant 2’s Loc A and corresponding
stations. Consultant 2’s Loc A with corresponding stations overwrites
Consultant 1’s Loc A. Loc A quantity is recalculated with the new stations
quantities.

5. When a deleted location/station for an item is accepted through import, the

deleted flag for the item’s location/station is checked in the SUBITEMS table.

Job Specific Items:
1. Job Specific Items are compared by Item Code, Description, and UM (Unit of
Measure).

a. If an import file contains a job specific item that has the same item code as
the current project, but the description and/or UM are different, the user
will be prevented from importing the project because of the duplicate Job
Specific Item Codes.

b. The user will receive a message box notifying them of the situation.

c. The user will need to work this situation out with the other Quest
Professional Site user to work out the Job Specific Item Code situation.

Sign Sub Items:
1. When the user accepts a deleted Sign Sub Item for a Sign Item:
a. Check the deleted flag for the Sign Sub Item in the SUBITEMS table for
that item.
b. Check the deleted flag for the Sign Sub Item in the SIGNSUBITEMS
table for that item.

Assemblies:
1. An assembly is compared by Description and UM (Unit of Measure).
a. The code to compare the assembly descriptions can have ability to adjust
spacing and case type in comparing descriptions. (I.E. Consultant 1 typed
“Assembly a” & Consultant 2 typed “Assembly A”. The code will realize
that Consultant 1 had an extra space and a lower case ‘a’, but these are the
same assembly)

2. Assembly Items are compared by Item Code
3. Assembly Locations are compared by Description

Funding:
1. The combination of an Improvement type and FAP number must be unique.

2. Importing deleted Item Improvement types/FAP Numbers.
a. The user chooses to accept all the project information.
1. All location/stations with that Improvement type/FAP Number will
now have empty values for the Improvement type and FAP number.
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2. Items that had no location/stations, but did have the deleted
Improvement type as the default Improvement type will have an empty
default Improvement type.

i. The exception is if the Improvement type exists in another
Improvement type/FAP Number combination. In this case, the
item’s default Improvement type will remain.

b. The user chooses to view the project information through the comparison
screen.

1. The Improvement type/FAP number will be marked as red.

2. The user accepts this deletion.

i. All location/stations that currently have the Improvement
type/FAP number combination will have empty values for the
improvement type and FAP in the SUBITEMS table.

3. Items that have no location/stations, but did have the deleted
Improvement type as the default Improvement type will have an empty
default Improvement type in the PRIITEMS table.

i. The exception is if the Improvement type exists in another
Improvement type/FAP Number combination. In this case, the
item’s default Improvement type will remain in the PRIITEMS
table.

Example 1:

a. Consultant 1 exports a file to Consultant 2 with a combination of
FEMA/FAP 123-456. FEMA is not part of another Improvement
type/FAP Number combination.

b. Consultant I meanwhile adds a new item (Item 50) with the default
improvement type FEMA.

c. Consultant 2 deletes FEMA/FAP 123-456 from the project.

d. Consultant 1 imports Consultant 2’s project file.

e. Consultant 1 chooses to accept all project changes. FEMA/FAP 123-456 is
removed from the funding. Item 50 will now have no default improvement
type.

f. Consultant 1 chooses to view the project changes through the comparison
screen. FEMA/FAP 123-are displayed as red. Item 50 will be yellow in
the Item Node because its default improvement type has been changed to
nothing.

g. If Consultant 1 chooses to accept the deletion of FEMA/FAP 123-456, it is
removed from funding and Item 50 will now have no default improvement

type.

Example 2:
Funding:
Improvement type A000 FAPNUMBER: FAP123
Improvement type A000 FAPNUMBER: FAP456

Item and Location/Station Information:
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Item A A000
Loc A A000 FAP 123
Loc B A0O00 FAP 456

Item B A000

Item C A000
Loc A A000 FAP 456

Improvement type AO000/FAP NUMBER FAP 456 is removed from the
project.

Item A A000
Loc A A000 FAP 123
LocB - Empty Values

Item B A000

Item C A000
Loc A - Empty Values

The default improvement type of A0OOO for each item will stay because there is
another Improvement type/FAP combination using the improvement type A000.

Example 3:
Funding:
Improvement type A000 FAPNUMBER: FAP123

Item and Location/Station Information:
Item A A000
Loc A A000 FAP 123
Loc B A000 FAP 123
Item B A000

Item C A000
Loc A A000 FAP 123

Improvement type AOO0 FAP NUMBER FAP 123 is removed from the

project.

Item A - No Default Improvement type
Loc A - Empty Values
LocB - Empty Values

Item B - No Default Improvement type
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Item C - No Default Improvement type
Loc A - Empty Values

3. 02.03.13 Reviewing of Recap Maguire Meeting (02.03.08): If a location/station is
to be imported with an Improvement type/FAP Number that the project currently
does not contain.

a. The user chooses to accept all project information. All Funding changes
(Improvement types and FAP Numbers) will be imported first and the
location/station will be imported with the correct Improvement type/FAP
Number.

b. The user chooses to view the project changes through the comparison
screen.

1. The user will be prompted with a message suggesting that they
first import the funding source changes.

ii. If they decide to continue importing items and locations/stations
before funding, the location/station will be imported without the
Improvement type/FAP Number.

iii. If the user later imports the funding changes, the location/station
will still exist without a Improvement type/FAP Number.

4. When user accepts a deleted Improvement type/FAP Number:
a. All SUBITEMS rows with the improvement type/FAP combination will have
an empty value for the improvement type and FAP.
b. All PRIITEMS that have the improvement type as the default improvement
type will have the field set to nothing.

Projects:
1. If user chooses to accept all project information, all project information (items,

contract, assemblies, etc.) will be imported.
2. Ifuser chooses to view information through the comparison screen.

a. User selects “Accept Record”. Just the project record and dependent
information (Contract Information, Contract Dates, Addendum
Information, BEInfo) will be accepted.

b. User selects “Accept All”. All project information (items, contract,
assemblies, etc.) will be imported.

Contracts:
1. 02.04.01 Quest Status Meeting: Contract # is unique and will be used for
comparison.

2. 02.04.01 Quest Status Meeting: If the contract numbers match and the user
chooses to accept all for the project information, the current contract information
will be overwritten by the imported file.
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Project Team:
1. In project team, the team member names are transferred, but not the permissions.
Permissions are Site Specific.
Example:
a. If Consultant 1 adds Team Member A and exports to Consultant 2, Team
Member A will be on Site 2, but the permissions will not carry to Site 2.
b. If Site 2 Exports back to Site 1, Team Member A’s permissions on Site 1
will not be overwritten or deleted. They should stay as Site 1 Owner
defined.
2. If a team member is removed from a project and then re-added later, the
permissions have to be set again by the user. The program will not recall them.

Advertising:
1. Once the project has been advertised, importing Quest Professional Files from
other sites will be done without the comparison screen (like the Restore function).
The project will be completely overwritten each time it is imported.

Addendum:

1. Ifa project is being imported that is a lower addendum number than the machine
that is importing, the importing will be denied. The user must first delete their
project or the exporting machine must update to the correct addendum number.

2. Ifaproject is being imported that is a higher addendum number than the machine
that is importing, importing Quest Professional Files from other sites will be done
without the comparison screen (like the Restore function). The project will be
completely overwritten with the new file.

Reference Data:
1. The only information from the Support Data that will be included in the export of
the project file is information related to the project. (L.E. If a city is added to the
City Reference Table and included in a project and this project is then exported to
another consultant, the consultant will import this new city to their reference table
as well.)
2. If Support data is updated and then applied to a project, the information will
overwrite the importing consultant’s Support Data with the updated row.
Datasets:
1. Deleted Datasets are not exported.
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11. Import/Export— Between Quest Professional & Quest Server

1. Quest Pro can export a project file (without bidder information) to be imported to
Quest Server.
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12. Import/Export — Between Quest Professional & Quest Lite

1. Quest Professional has the ability to export bid files to be distributed to Quest Lite
2. Quest Professional cannot accept Bid Files generated by Quest Lite.
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13. Import/Export - Support Data
1. The import of Support Data only updates the tables.
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14. Comparison Screen

1.

Parent Nodes are the main nodes viewed on the comparison screen for a project.

They are the following:
a. Items
b. Sign SUBITEMS
c. CONTRACT
d. Project
e. Funding
f. Project Team
g. City
h. County
1. Sub Items
J.  Assemblies
Legend:

a. Yellow: A value has changed
b. Green: Newly added.
c. Red: Has been deleted.

. If an item is part of an assembly and the item is accepted through the Items Parent

Node before the assembly is accepted:

a. User will receive a message asking if they want the assembly(s) that the
item is part of to be accepted as well. If user says yes, then all assemblies
that item is part of will be imported.

An Item may be marked as yellow because the quantity value is different due to
location/station changes, additions, and deletions. The user cannot accept at the
item level the quantity change. This can only be done through accepting the
location and stations.

A location/station is accepted through the Sub Items Parent Node. It is also part of
an assembly.

a. User will receive a message asking if they want assembly(s) that the
location/station is part of to be accepted as well. If user says yes, then all
assemblies that location/station is also part of will be imported.

A sign item is accepted through the Items Parent node. It is also part of an
assembly.

a. User will receive a message asking if they want assembly(s) that the sign
item is part of to be accepted as well. If user says yes, then all assemblies
that sign item is part of will be imported.

If project is new and has not been accepted and the user clicks on a parent node
(Items, Contract, etc.) and accepts some information, the project and its dependent
information (Contract Information, Contract Dates, Addendum Information,
BEInfo) will automatically be accepted.

If a Sign Sub Item is accepted through the Sign Sub Items Parent Node, the same
sign sub item will be removed from the Items Parent Node.

If a Sign Sub Item is accepted through the Items Node, the same sign sub item
will be removed from the Sign Sub Items Parent Node.

10. The only deleted records that will be imported are the ones that match between
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Example:
Consultant 1:
Item A
Location A
Station A
Station B

11.

Consultant 2:
Item A
Location A
Station A
Station B
Station C
Station D

a. Consultant 2 deletes Station B and Station C from Item A’s Location A.
b. Consultant 1 imports the project and views in the comparison screen the
following:
Item A < Yellow
Location A € Yellow
Station B €Red
Station D € Green
c. Station C is not shown because Consultant 1 never had this station for
Item A’s Location A.

When an item or location is deleted and it matches between sites, the locations or
stations will also be imported regardless if they match.
Example:
Consultant 1:
Item A
Location A
Station A
Station B
Consultant 2:
Item A
Location A
Station A
Station B
Station C
Station D

a. Consultant 2 deletes Item A’s Location A.

b. Consultant 1 imports the project and views in the comparison screen the
following:
Item A € Yellow
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12.

13.

14.

15.

Location A €<Red
Station A €< Red
Station B&Red
Station C<Red
Station D<Red
c. Because Consultant 1 and Consultant 2 had matching locations, Station C
and Station D are imported with the deleted Location A even though
Consultant 1 never had these stations for Item A’s Location A.

If user clicks on a parent node and then selects “Accept All” from the file menu,
all information for that parent node will be accepted for the project.

Example 1:

Click on the Items Parent Node and select “Accept All”. All changed item
information for that project will be imported to the project.

Example 2:

A New Location and a corresponding station is marked green under an item. User
clicks on the Location Node. User selects “Accept All”. The newly added
Location with its corresponding station is added to the item in the project. If the
user had just selected “Accept New Record”, just the location with the quantity
value would have been added to the item.

Comparison will only display the deleted records that match between the Import
File and the User’s DB.

Comparison Screen will only display the deleted records if the parent matches and
it was deleted. The Existing Value column is empty for the unmatched records.
LE.

Site B adds Station A-5 to Location A for Item A

Site B then deletes Location A for Item A

Site B exports and Site A imports

Site A will see in the comparison screen Location A for Item A is red.
Under Location A will be ALL stations including Station A-5 even though
Site B never had Station A-5 for Item A’s Location A.

e o o

Datasets Tab:

a. User can only accept the entire dataset and not specific rows from the
dataset.

b. The user will be able to view all the contents of the dataset before
accepting the dataset.

c. If the dataset is accepted and the name matches the name of a dataset
already in the project, the user will be prompted to change the name of the
dataset being imported. There is no overwriting of datasets.
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15. Backup & Restore

1. When a backup file is created, it can only be restored on the same machine.

a. A backup file created on one machine cannot be restored on a different
machine.

b. If the user wants to transfer files between machines, the import/export
function must be used.

2. When the user selects a contract to backup, the backup file will be a .zip file saved
in the user-specified folder.

3. The Backup function only creates a file for a specified project. It does not backup
the entire database or the support information (reference tables).

4. Restore will completely overwrite the specified project in the database with the
backup file information.

5. Restore will not overwrite other project information or support information.

6. A lower addendum cannot be restored over a higher addendum for a project. If
user attempts to restore addendum 1 over addendum 2, they will receive a
message notifying them that this is not allowed.

7. When a project is restored, all rows in the project tables are removed. The tables
are then repopulated with the information in the .zip file being restored.

8. For Job Specific Items, the Backup function will only backup the active
(undeleted) Job Specific Items and the corresponding sub items.
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16. Funding

1.

(98]

>

In the Funding Screen, click on a improvement type & the total dollar amount
applied to that Improvement type/FAP number combination will show at the
bottom right of the screen. This is the same for the sub funding row.
Sequence Number for improvement types should be shown.
a. The sequence number. is based on improvement type and used only for
sorting
b. The funding sequence number is not editable by the user.

Each Improvement type/FAP Number combination must total 100%.
An Improvement type/FAP Number combination can have an E&C% value from
0 to 100 unless the improvement type that is specified in the Support Tab
Improvement Types folder is marked yes for ECONLY. If ECONLY is marked
yes, the E&C% value can only be 0.
Funding type “Other” is the only type that can be broken out into sub-funding
groups.
When creating sub-funding groups, the Improvement type/FAP Number
combination of the Parent funding group is the default and cannot be changed. For
Example:

Improvement type = A001

FAP Number: FAP(0O01

Funding Type: Other

Percentage: 10%

The Sub-funding groups for this will all have the IMPROVEMENT TYPE A001
& FAP Number FAPOO1.

The only editable information for a sub-funding group is the description and the
percentage.

The sub-funding groups must total 100%

When an Improvement type/FAP Number combination is deleted, the change
cascades through all items and locations/stations.

a. Ifthere was only 1 instance of that improvement type in the Funding
Screen, the item’s default Improvement type will be empty if it contained
that improvement type.

b. If there was only 1 instance of that improvement type in the Funding
Screen, the Location’s and Station’s Improvement type & FAP Number
will be empty if it contained that improvement type/FAP.

c. Ifthere was more then 1 instance of that improvement type in the Funding
Screen, the Item’s Default Improvement type will stay the same for that
improvement type.

d. If there was more then 1 instance of that improvement type in the Funding
Screen, the FAP Number is removed and the Improvement type is left for
the locations and stations.
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10. When the FAP number is edited for an Improvement type/FAP Number
combination, the user will be asked if they want this change to cascade through
the project.

a. Yes: All locations/stations with the Improvement type/FAP Number
combination will have the FAP number updated.

b. No: the FAP number is empty for each location/station containing that
Improvement type/FAP Number combination

11. There is no cascading of Improvement type changes through the project.

12. Can only have 1 FAP for each improvement type, FAP can have many
improvement types
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17. Contracts

1.

2.
3.

Sl

10.
11.
12.

When a contract is first created the required fields are:

a. RIC No

b. Contract Name

c. Contract Description

d. Contract Type
The contract number can only contain alphanumeric characters and dashes (-).
When a contract is being advertised the required fields for the contract are:

a. Contract Number

Undersigned Bidder Statement
Bid Package Description
Appendices Description (If there are no appendices, then enter “Not
Applicable™)
Contract Required Dates - The required contract dates for the program can
be determined by the Contract Dates Folder on the Support Tab. The
Contract Required Field will have the value of Yes for all required Date
Types. The program is installed with the following default required
Contract Dates:
i. Bid Deadline

ii. Bid Examine

iii. Bid-Opening

iv. Final Completion

v. Pre-Bid

vi. Proposal Read
There can only be one contract for each project.
When changes or additions are made to the contract, the Save button must be
pressed.
There can only be 1 active contract with a unique RIC number in the Quest
program.
Contracts can only be of construction type.
DBE 9% must be between 0 and 100.
Date Mask: MM/DD/YY
Time Mask: HH:MM AM/PM
Contract Document information cannot be edited.
Once the RIC# is created, it cannot be modified in anyway. The Contract must be
deleted and recreated this time using the correct RIC #.

b. Contract Description
c. Contract Limits

d. Place of Pre-Bid

e. Time of Pre-Bid

f. Plans Charge

g. Proposal Read Time
h. Bid Deadline Time
1.

J-

k.

—
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18. Advertising a Project
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14.

15.

16.

17.

18.

19.

20.

21.
22.

23

A Contract must exist to advertise the project.

Contract Number must be entered to advertise the project.
Contract Description must be entered to advertise the project.
Contract Limits must be entered to advertise the project.
Place of Pre-Bid must be entered to advertise the project.
Time of Pre-Bid must be entered to advertise the project.
Plans Charge must be entered to advertise the project.
Proposal Read Time must be entered to advertise the project.
Bid Deadline Time must be entered to advertise the project.

. Undersigned Bidder Statement must be entered to advertise the project.
. Bid Package Description must be entered to advertise the project.
. Appendices Description must be entered to advertise the project. (If there are no

appendices, then enter “Not Applicable”)

. Contract Required Dates must be set to advertise the project. The required

contract dates for the program can be determined by the Contract Dates Folder on
the Support Tab. The Contract Required Field will have the value of Yes for all
required Date Types. The program is installed with the following default required
Contract Dates:
Bid Deadline
Bid Examine
Bid-Opening
Final Completion
Pre-Bid

f. Proposal Read
All Locations/Stations must have an improvement type/FAP to advertise the
project. In the case of a location not having the required funding information, if
the location does have corresponding stations with their required funding
information, the requirement has been met.
All Improvement types must have a corresponding FAP Number to advertise the
project.
All Locations/Stations must have a quantity value other then zero (0) to advertise
the project. A negative quantity is fine as long as it does not cause the item to
have a total negative quantity.
All Items must have a quantity value greater then zero (0) to advertise the project.
All Items must have an Engineer’s Estimate Price greater then zero (0) to
advertise the project.
A contract does not require Contract Documents to be included in order to
advertise.
The DOQ Report does not have to be viewed in order to complete the advertising
process, but is suggested.
The DOQ table does not change when a project is advertised.
When the contract is advertised, all items, locations, and stations are locked from
all users for the project.

° o o

. When user Sets the Addendum the program will check to make sure that no one
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else has the Project Checked out. If this is True then the project will be locked in
the Master Database from all other users.
24. When user Posts the Addendum the below steps occur:
a. The Master Database is locked from all users
b. The Local machine will overwritten with the Master Database’s Project
Data
c. Posting addendum procedures will execute on the local machine
1. If the procedures execute without error:
1. The Master Database will be updated with the posted
addendum
2. The Master Database is unlocked to all users.
ii. If the procedures execute with an error:
1. The Master Database is unlocked to all users.
2. Exit Advertising process on local machine
25. When User Advertises a Project the following occurs:
a. Master Database is locked from all users during the advertising process of
the program.
b. The local machine’s project will be overwritten with the Master
Database’s project data.
c. Advertising procedures will execute on the local machine
d. Ifthere are no errors in the Advertising Procedure:
i. The Master Database will be updated with the posted addendum
ii. The Master DB is unlocked from the users.
e. Ifthere are errors in the Advertising Procedure:
i. The Master DB is unlocked from the users
1. Exit Advertising process
26. If a User wishes to edit/update a Project which is in an Addendum, the User must
check the Project out first! Changes made to a Project in an Addendum that has
not been checked-out will be lost.
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19. Setting & Posting an Addendum
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14.

15.

16.

17.
18.

19.

20.

21.
22.

23.

A Contract must exist for the project to post an addendum.
Contract Number must be entered to post an addendum.
Contract Description must be entered to post an addendum.
Contract Limits must be entered to post an addendum.
Place of Pre-Bid must be entered to post an addendum.
Time of Pre-Bid must be entered to post an addendum.
Plans Charge must be entered to post an addendum.
Proposal Read Time must be entered to post an addendum.
Bid Deadline Time must be entered to post an addendum.

. Undersigned Bidder Statement must be entered to post an addendum.
. Bid Package Description must be entered to post an addendum.
. Appendices Description must be entered to post an addendum. (If there are no

appendices, then enter “Not Applicable”)

. Contract Required Dates must be set to post an addendum. The required contract

dates for the program can be determined by the Contract Dates Folder on the
Support Tab. The Contract Required Field will have the value of Yes for all
required Date Types. The program is installed with the following default required
Contract Dates:
Bid Deadline
Bid Examine
Bid-Opening
Final Completion
Pre-Bid

f. Proposal Read
All Locations/Stations must have an improvement type/FAP to post an addendum.
In the case of a location not having the required funding information, if the
location does have corresponding stations with their required funding information,
the requirement has been met.
All Improvement types must have a corresponding FAP Number to post an
addendum.
All Locations/Stations must have a quantity value other then zero (0) to post an
addendum. A negative quantity is fine.
All Items must have a quantity value greater then zero (0) to post an addendum.
All Items must have an Engineer’s Estimate Price greater then zero (0) to post an
addendum.
DOQ Report does not have to be viewed in order to complete the posting an
addendum process, but is suggested.
The user must confirm that they are ready to advertise the project by clicking Yes
on the final prompt verifying that the addendum is ready to post for the project.
Addendum 1 can only be set after the Project has been advertised.
If the Project is in Addendum 1 or greater, a new addendum cannot be set until
the current Addendum has been posted.
After a Project has been advertised or an Addendum has been posted, and the user
tries to make a change, a message box needs to be displayed notifying the user

° o o
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24.
25

26.

27.

28.

29.
30.
31.

32.

33.

that this action will result in a new addendum. The user will also be advised that
all changes made from now on will be tracked.
The user can only set an Addendum after a project has been advertised.

. If a user tries to change the addendum (by pressing the set addendum button on

the Addenda screen) with out posting the current addendum, the user will then be
prompted that the current addendum must be posted before the Addendum can be
changed. The user will be asked if they wish to run the Post Addendum wizard.
Scenario: In addendum 2, user added, deleted, and changed items. The user now
wishes to undelete an Item. This can be done 2 different ways:
a. Click on the item in red on the Item Detail Screen and pressing the
undelete button
b. Click on the Add/Remove Items Button and check the item. Press
Commit.
A user can set and post as many addendums as they want without making any
changes to the project.
The following changes can trigger the setting of a new addendum if one has not
been set as of yet:
a. Edit/Add/Delete a Project Item
b. Edit/Add/Delete the Contract Name, Contract Number, Contract Limits or
Description
c. User will receive a prompt if they attempt to do the above changes.
All Project changes in an addendum will be charged to the current Addendum.
Items are locked when the addendum is posted for a contract.
The Job Specific Items Description, Unit of Measure, and Item Code cannot be
changed after the project has been advertised. If the user needs to change it, they
will have to delete the Job Specific Item and reenter it with the new information.
Changes to a contract that are tracked in an addendum:
a. Dates
b. Limits
c. Description
d. RIC number
e. DBE
Addendum Screen contains categorized changes and will display these categories
and changes similar to current Addendum Cover Letter (Please refer to handout
for this meeting)
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19.1 DOQ Table in Addendums:

Posted: Was in a previous addendum
Non-posted: Added in the current addendum
Sub Item: Location/Station

1. Addendum O
a. Items
1.

il.

1il.

Add an Item: Add lines to the DOQ table and pull the newly
recalculated Sequence Number for the item from PRJITEMS.
Update an Item: There are only 4 lines for the item description.
Change the information for the item. The only information that
can be changed for the item is the description, quantity, and Unit of
Measure.

Delete an Item: Remove the Item Lines and any associating Sub
item lines from the DOQ table. They are literally deleted. NO
deleted flag values set. No regard to line numbers.

b. SUBITEMS:

1.

il.

1il.

Add a Sub Item: Add additional lines without regard to page
numbers.

Update a Sub Item: Delete the old sub item record and reinsert the
updated sub item at the bottom of the DOQ table.

Delete a Sub Item: Remove the sub item lines from the table
without regard to the deleted flag value or line number values. The
sub item records are literally deleted from the DOQ table.

2. Addendum >0
a. Posted Items:

1.

ii.

iil.

Add a Posted Item: This means that the item was deleted in a
previous addendum and is now being re-added to the project.

1. Change the deleted flag value from -1 to 0

2. Change the sub items for that item from the previous
addendum from -1 to 0.

3. Put the current addendum value for all 42 lines of the
page(s) that contain the re-added item.

4. Change the page revision value to increase by 1 for all 42
lines of the page(s) containing the re-added item.

Update a Posted Item: Currently, the only thing that can be change
for a posted item is the quantity value.

1. Change the Page Revision value to increase by 1 for all 42
lines of the page that the value was updated on.

2. Update the Addendum Value to the current addendum
value for all 42 lines of the page that the value was updated
on.

Delete a Posted Item:
1. Change the deleted flag value from O to -1 for the item and
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6.

all corresponding sub items.

Remove the Item and all corresponding sub item
descriptions and replace with “Item Deleted”

Set the quantity value for the item and all corresponding
sub items to nothing

Set the Unit of Measure value for the item to nothing

Set the Improvement type value for the item and all
corresponding sub items to nothing (If the item has sub
items, its improvement type value is already set to nothing).
The item code, sequence number, ID1, ID2, ID3 values
stay the same.

b. Non-Posted Items:
1. Add a Non-Posted Item:

1.

The non-posted item will be inserted at the bottom of the
DOQ table and sorted by non-posted item codes. For
example:

Currently there are non-posted items

201.5504

201.5506

401.5203

701.9980

If user was to add item 301.2568, it would be placed
between 201.5506 and 401.5203

The Page Number and Line Number values would be
recalculated for the new item and all non-posted items
below.

. Page Revision is only increased by 1 if the non-posted item

being added is being added to a page with posted items.
Addendum value set to current addendum number
regardless if the non-posted item is being added to a page
with posted items.

i1i. Update a non-posted item:

1.

If the previous page revision value (PageRevOld) is greater
then 0, increase the page revision to equal PageRevOld + 1

2. 1If the previous page revision value (PageRevOld) is equal

to 0, the set the page revision value =0

1i1. Delete a non-posted item:

1.

Remove the item and all corresponding sub items from the
table.

2. Recalculate the line number and page number value for the

3.

non-posted items.
If the previous page revision (PageRevOld) value is greater
then 0 and the addendum value is equal to the current
addendum value and the item was the only non-posted item
on the page:

a. Decrease the page revision value by 1
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b. Recalculate the page number for the current page
and all following pages (the following pages consist
of only non-posted items).

c. Recalculate the line number for the current page and
all following pages (the following pages consist of
only non-posted items).

d. Update the non-posted item sequence numbers
based off the PRJITEMS table where Wayne
calculates the correct sequence numbers.

4. If the previous page revision value is greater then 0 and the
addendum value is equal to the current addendum value
and the item is not the only non-posted item on the page:

a. Leave the page revision value alone

b. Recalculate the page number for the current page
and all following pages (the following pages consist
of only non-posted items).

c. Recalculate the line number for the current page and
all following pages (the following pages consist of
only non-posted items).

d. Update the sequence number for each non-posted
item. This information is pulled from PRJIITEMS
where Wayne calculates the correct sequence
numbers.

5. If the previous page revision value is equal to 0 and the
addendum value is equal to the current addendum value:

a. Recalculate the page number for the current page
and all following pages (the following pages consist
of only non-posted items).

b. Recalculate the line number for the current page and
all following pages (the following pages consist of
only non-posted items).

c. Update the sequence number for each non-posted
item. This information is pulled from PRJIITEMS
where Wayne calculates the correct sequence
numbers.

c. 02.04.23 Meeting with Sergei: SUB ITEMS for POSTED ITEMS:
i. Add a Sub Item to a Posted Item:

1. Check for available lines on the item’s page.

2. If lines still needed, check for available lines on the letter
pages if exist. (LLE. Item is on page 1 and there are pages
la, 1b, and lc. First look for available lines on page 1.
Then look for available lines on 1a, 1b, and 1c.)

**Sergei actually pulls all information on the page and
letter pages at the same time.

3. If lines still needed, add sub item to item and from that line
on move lines down just for that page and its letter pages.




B. RULES

PROJECT TEAM

il

iil.

(LLE. Same example as 1b. Inserted sub item is placed in
middle of page la, from that line to last line on Ic, move
lines down without affecting page 2.)

If there are no letter pages for the item’s page insert the sub
item and from that line to the last line of that page move
down and on to a new letter page. The new letter page will
have revision value = 0 and the addendum value equal to
the current addendum value. (L.E. Item A is located on
Page 1. Sub item (takes 2 lines) is inserted on to Page 1 for
Item A. The last 2 lines of the page will now be moved to
Page 1a.)

Update a Sub Item for a Posted Item:

1.

3.

On a regular page: If the sub item’s description is reduced,
move the item total line up the number of lines reduced for
the sub item’s description and add that number of lines
empty between the item’s total and the next item’s first
line.

On a letter page: Everything is moved up that number of
lines without affecting the next regular page. (I.LE. reduced
a station’s description on Page la from 4 lines to 2 lines.
Everything on the page will be moved up 2 lines. If there
was a page 1b, those lines would also be moved up 2 lines
so that the first 2 lines of page 1b would be placed at the
bottom of page la. Page 2 would not be affected by these
changes.)

When adding lines to a sub item’s description, the same
rules as adding a sub item to a posted item are followed.

Delete a Sub Item for a Posted Item:

1

2.
3.
4.

Make the Sub Item Deleted Flag Value = 1

Make the Sub Item Quantity Value Empty

Make the Sub Item Description Value Empty

Make the Sub Item Improvement type Value Empty if not
already empty (If a location has stations, the improvement
type value is empty for the location)

On a regular page: Move all lines up for the deleted sub
item number of lines and add that many line empty at the
bottom of the page. (I.LE. On page 1. if station took 3 lines,
remove the station from the page and starting from the
deleted station’s location to the bottom of the page, move
everything up 3 lines. There will now be an added 3 empty
lines at the bottom of the page. Page 2 would not be
affected.)

On a current letter page or if next page is letter page: Move
all lines up for the deleted sub item number of lines and add
that number of empty lines to the bottom of the last letter
page. (LLE. Pages 1, 1a, 1b, Ic, & 1d for Item A. Delete a
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station with 4 lines on page 1b for Item A. Starting with
the first line of the deleted station move everything below it
through page 1d up 4 lines. Add 4 empty lines to the
bottom of page 1d.)

7. If changes were made to a regular page and the regular
page had letter pages before it, do not use them for the
regular page’s changes. (I.LE. Pages are 1, la, 1b, & 2.
Changes made to page 2. Do not use available lines on 1,
la, & 1b.)

d. Sub Items for Non-Posted Items:
i. Add a Sub Item to a Non-Posted Item:

1. Insert the Sub Item Record at the bottom of the non-posted
Items recordset (Sergei creates a recordset of the non-
posted items and their corresponding sub-items sorted by
item code, LDESC, SDESC, and ITEMLINENO).

2. Recalculate the page number and line number for the
recordset.

3. If the sub item is being added to a non-posted item that
exists on a page with posted items, increase the page
revision value + 1 for all 42 lines of that page.

4. 1If the sub item is being added to a non-posted item that
exists on a page with posted items, set the addendum value
equal to the current addendum for all 42 lines of that page.

5. If the sub item is being added to a non-posted item that
exists on a page without any posted items, leave the page
revision value alone.

6. If the sub item is being added to a non-posted item that
exists on a page without any posted items set the addendum
number equal to the current addendum value.

ii. Update a sub-item for a non-posted item: Determine the current
number of lines for the sub item’s description.

1. If the number is equal to the number of the updated sub
item lines

a. Update the information in those lines.

b. Recalculate the Line Number and Page Number
starting at the item and all following pages.

2. If the number is different from the number of the updated
sub item lines

a. Delete the sub item

b. Insert the updated sub item at the bottom.

c. Recalculate the page number and line number
values starting at the non-posted item and all
following pages.

3. If the non-posted item is part of a page containing posted
items, increase the page revision value + 1.

iii. Delete a sub-item for a non-posted item:
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Delete the sub item rows.
. Recalculate the line number values for the item and all
following pages.
3. Recalculate the page number values for the item and all
following pages.
4. If the non-posted item that the sub-item was deleted from
exists on a page containing posted items, then increase the
page revision value + 1.
3. When the user Posts the addendum nothing happens to the DOQ table.
4. If an item is re-added in addendum 0, the previous information (locations,
stations, etc.) for that item will not be re-added.

N —
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20. Support

1. General Overview:
a. Quest Professional displays the support folders:
1. Assembly Templates
ii. Contract Dates
iii.  Design Stages

iv. Factors
v. Funding Sources
vi. UM

vii. Utilities
viii. Datasets
b. Quest Professional will only have Add and Edit buttons for each of these
folders
c. Changes made in the Support Tab do NOT cascade through currently
existing projects.
2. Assembly Templates
a. Purpose: This provides an easier way to create assemblies for the user.
The user creates the assembly name and unit of measure and adds items to
the assembly template. This template can then be used to create a new
assembly in a project.
b. Can only add items from the Items List in the support folder to an
assembly template.
c. Job Specific and Locations/Stations cannot be added to an assembly
template.
3. Award Categories
a. Contains award category descriptions.
4. Bidder Certification Documents
a. The only value that can be changed in Bidder Certification Documents is
the Required for Contract checkbox.
5. Contract Dates
a. The deleting and changing of fields in the Contract Dates Folder can
adversely affect the future contracts. The Yes in the DateRequired Field
makes the date required for future contracts in order to advertise or post an
addendum.
b. Screen displays:
i. Date Type
it. Description
iii.  Contract Required: Yes/No value
6. Cities
7. Datasets
a. Default WAUP1999
i. To be import, the file must be a .xml
it. It is highly suggested to import files from the specified web
location. Deborah will ask Joe for the website.
iii. Set default data means this is the default dataset included with all
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future projects created.
iv. There must be at least one existing dataset
v. Wayne could not find a purpose for the Save button and will check
with David if it is okay to remove this.
vi. If a dataset is removed from here, it will not affect currently
existing projects as the dataset price is saved to the prjltems Table.
8. Design Stages
9. Factors
10. Funding Sources
a. ECOnly field means that E&C% for that improvement type must be 0
11. Funding Sub-Sources
a. Funding sub-source is not used currently.
12. Items
a. Job Specific Items are not included.
b. Can specify item is a sign or regular.
13. Improvement types
14. Project Types
15. Sites
a. The following characters are allowed in the Site Name:
i. Alphabet (A-Z)
ii. Numbers (0-9)
iii. Comma (,)
iv. Period (.)
v. <space>
vi. Dash (-)
vii. Open Parentheses (
viii. Closed Parentheses )
ix. Ampersand (&)
16. UM
a. here will only affect Job Specific Items, Support Tab Items, and
Assemblies.
17. Utilities




B. RULES DATASETS

21. Datasets

1. Datasets must be in a .xml format
Currently the only datasets that can be imported are from the PTS website:
http://www.plexuscorp.com/ridot/p_eng/pgs/Datasets.asp
a. It is highly suggested to only import files from the website.
Deleted datasets are not exported when exporting Support Data.
4. Support Tab Datasets:
a. Set default data means this is the default dataset included with all future
projects created.
b. The project must contain at least one existing dataset.
c. Ifadataset is removed from the support tab, it will not affect currently
existing projects as the dataset prices are saved to the prjltems Table.
5. Project Datasets:
a. Project can only contain datasets that are located in the Support Tab
(REFDATASETS in the Support Database).
b. Datasets are applied in priority to a specific project by using the arrow
buttons.
c. If the priority of datasets in a project is changed, the updated prices
cascade through the project.
d. The datasets with the highest priority is used to set the item’s default price.
e. All datasets applied to a project will be reviewed in the specified priority
for each item until a price greater then 0 is found (if one exists).

[98)




B. RULES ADMIN

22. Project Team

Nk W=

e

10.

11.
12.
13.

14.
15.

A project can have multiple team members.
Team permissions are site-specific.
There can only be one Owner of a project.
The Inclusions tab is a list of the items that the member is allowed to read/write.
The Exclusions tab is a list of the items that the member is not allowed to
read/write.
Lock Permission means that the user can neither read/write
When a contract has been advertised or an addendum has been posted, all
permissions are now set to read only and locked from writing.
Owner is the only role with significance to Quest. The Owner is the person with
admin rights to the project. The other roles are for personal use to organize.
When an item is locked, there is a lock item to the left of the item and its
corresponding sub-items.
When an item is locked, it means that the item is completed and read for
advertising or posting.
There must be an owner for each project.
Each time a team member is added, the member role is defaulted to Member.
When a project is advertised or an addendum is posted, the permissions for each
member including the owner become the following:

a. Include all items as Read

b. Include all items as Locked.

c. Exclude all items as Write.
Exclusions overwrite inclusions.
The Quest Administrator or a user that has Admin rights will take on the project’s
Oowner permissions.
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23. DOQ To Excel

1.

The code pulls the following item information in the specified order and makes a
“dump” into an Excel spreadsheet:

a. PTS CODE

b. PROJECT NAME

c. SEQNO

d. ITEM CODE

e. ITEM DESCRIPTION

f. LOCATION DESCRIPTION

g. STATION DESCRIPTION

h. LOCATION QUANTITY

i. STATION QUANTITY

j. LOCATION IMPROVEMENT TYPE
k. STATION IMPROVEMENT TYPE

The information displayed on the Excel spreadsheet is based at the
location/station level. The item will show if there are no location/stations for that
item.

a. If the item does not have any locations or stations, the Quantity value on

the Excel spreadsheet will be zero (0).
b. The item’s default improvement type will not display on the Excel
Spreadsheet.

This functionality will work with:

a. Excel version 8.0 (Office 97)

b. Excel version 9.0 (Office 2000).

c. 1-2-3 in Lotus SmartSuite Millennium Edition.

d. StarOffice 5.2 (from Sun).
The user must click on the project name in the tree view to the left of the
application before selecting DOQ to Excel.
To select this functionality the user must select in the menu Tools then Data
Exchange then DOQ to Excel.
The user can also use the shortcut key: Ctrl + 0 to select this functionality.
The user will be prompted as to what file path the user wants the file to be saved
in.
When the user types in the file path, they need to make sure they type a “\” at the
end of the path. LE. “C:\Quest\” will be the file path for the .xls file to be saved
to.
The name of the file will always be DOQ2XL .xIs.

. After the user selects the path and presses the OK button, the user will then

receive a message box stating that the file was successfully saved to the user —
specified path (the path name is listed here).
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24. Admin

1. The only editable area is the groups and users section of the Admin module.
2. Multiple groups can be created in the Admin Module.

3. Multiple users can be created in the Admin Module.

4. A user can only be assigned to 1 group.

5. A user must be assigned to a group.

6. A user can be assigned permissions to the following modules:

0 %0

1.

12.

13.

14.

15.
16.

a. Admin

b. Contracts

c. Data Transfer

d. Engineers Estimate
e. Projects

f. Reports

g. Support Data

The Admin Module defaults with the following groups and their permissions:
a. Administrator (rights to all modules)
b. Data Entry (rights to all modules except Engineer’s Estimate)
c. Project Engineer (Projects and Reports)
d. Project Manager (Contracts, Data Transfer, Projects, and Reports)
Permissions for groups can be modified anytime.
Changes to the Admin Module will not require the posting of an addendum.

. The user that has the System Administrator’s Name should not be deleted from

the user node of the Admin Module.

The administrator name is to log on to the system by the Administrator. This
name and its password also exists in the user section of the Admin Module. If it is
edited or deleted in the user section, it will also be edited and deleted here and
vice versa.

The Reports Folder Path defines where all reports for Quest are placed. If the
user was to change this path, all report files must be moved by the user to this new
path. It is highly suggested that the user does not edit the report file path.

Schema:

a. Separate — there are a few databases for different functionalities. I.E.
Support DB is for the Reference Data, Import DB is for
importing/exporting, etc.

b. Common — There is only 1 database for all functionalities. This currently
does not work and will be used in the future.

Location specifies the location of the database. If the user changes this location,
they must be sure to physically move the database to the updated location. It is
highly recommended that the user not change this information.
All 3 databases must be kept in the same folder.
DSN- This contains the Setting for the below databases
a. Active Database: If user changes this, they must also change it in the
DSN settings for the Program. It is highly recommended that this
information not be changed.
b. Import Database: If user changes this, they must also change it in the
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DSN settings for the Program. It is highly recommended that this

information not be changed.

c. There is no Support Database here because the DSN path to the

Support Database is hard coded in the program.
17. Data Transfer

a. Incoming Path — This is the location of the folder that will contain the files

from a .zip file that is being imported.
b. Host Name — this is for future use on the internet

c. Outgoing Path — This is the location of the folder that will contain the files
that are to be zipped when exporting a file

d. Port Number— this is for future use on the internet

e. Temporary Path — This is used for importing and exporting files

f. User Name- this is for future use on the internet

g. User Password- this is for future use on the internet

18. Users and Groups

a. Groups
1.
11

1il.

Groups can be deleted, added, and edited.
When adding a group, the Group Name is the only field required.
The modules permissions do not have to be set.
Below are the default groups and their default permissions:
1. Administrator (rights to all modules)
2. Data Entry (rights to all modules except Engineer’s
Estimate)
3. Project Engineer (Projects and Reports)
4. Project Manager (Contracts, Data Transfer, Projects, and
Reports)

iv. When editing the module permissions for a group, the updated
permissions do not cascade to currently added users.
v. The Admin Group can not be deleted.
b. Users
i. There is a default admin user. The name is “admin” and the
password is ‘“‘admin”. This user matches the System
Administrator.

ii.

19. When the user
a. Admin

When adding a user, the required fields are:
1. Logon Name
2. Password
3. Group
4. User Name (must be selected from the drop down box
provided. The data was pulled from the REFUSERS Table
in the Support Database.)
does not have permission to a module the following happens:
Module: Menu item is invisible

b. Contract Module: User can view contract information, but cannot edit.
c. Data Transfer Module: This menu item is invisible.
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Engineers Estimate Module: User can view, but cannot edit any
information on the Item Grid, Sub Items grid, and Funding Sources Grid.
User cannot use any of the buttons on these screens.

1. Assemblies can also only be viewed by user if they do not have

permission to the Engineer’s Estimate Module.

Projects Module: User can view, but cannot edit the project information.
Reports Module: The menu item is invisible.
Support Data Module: The tab is invisible.
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25. Reports

General Overview:

a. Unless otherwise noted, below the Reports Title on each Report, there
should be the Project Number, Contract Number(s) if exists, and FAP
Number(s) if exists.

b. RIDOT will set min requirements for the page margins for a user’s printer.

1. Engineer’s Estimate

a. By Improvement type
i. Each Improvement type and its corresponding items is displayed
on a separate page.
ii. Display:

Improvement type

Improvement type’s Description

Percentage Breakdown for the Improvement type
Item’s Sequence Number

Item Code

Item’s Description

Item’s Unit of Measure

Item’s Quantity for that Improvement type
Item’s Unit Price (Engineer’s Estimate Price)

. Items Total

. Item’s E&C Total

. Improvement type’s Sub-Total

. Improvement type’s E%C Total
14.

Improvement type’s Grand Total

iii. The item’s E&C total is determined at the location/station level.

1.

For each location/station that contains the specified
Improvement type, multiply the location/station’s quantity
by the item unit price.

Multiply the above total by the E&C % value of the
Improvement type/FAP combination that is assigned to that
location/station.

iv. The Improvement type’s E&C Total is the sum of each item’s
E&C Total

v. The Improvement type’s Total is the sum of the Improvement
type’s Sub Total plus the Improvement type’s E&C Total

vi. If the improvement type is CENG the E&C Total Column will
hold zeroes. The total row for the CENG Improvement type will be
the same as the CENG Sub Total.

b. By FAP
i. Display:
1. FAP Number
2. Item’s Sequence Number
3. Item Code
4. Item’s Description
5. Item’s Unit of Measure
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il.
iil.

1v.

Vi.
Vil.

Viil.

IX.

Item’s Quantity for that Improvement type
Item’s Unit Price (Engineer’s Estimate Price)
Items Total

9. Item’s E&C Total

10. FAP Sub-Total

11. FAP E&C Total

12. FAP Grand Total

Items are grouped by the FAP Number.

If an item has a location or station with this FAP Number, the item
will be displayed under the FAP Number.

The item’s total quantity value is determined at the location/station
level

1. Sum of the item’s locations and stations with the FAP
Number.

The item’s total is the quantity appropriated to the FAP Number
multiplied by the item’s unit price.

The Sub-Total is equal to the sum of the item totals.

The item’s E&C total is determined at the location/station level.

1. For each location/station that contains the specified FAP
Number, multiply the location/station’s quantity by the
item unit price.

2. Multiply the above total by the E&C % value of the
Improvement type/FAP combination that is assigned to that
location/station.

The E&C Total for the FAP Number is the sum of the item’s E&C
Total Values.

The FAP Number total is the sum of the Sub-Total plus the E&C
Total.

o=

c. By Item Sequence

1.

i.
ii.
1v.

Display:
1. Ttem’s Sequence Number
Item Code
Item’s Description
Item’s Quantity
Item’s Unit Price (Engineer’s Estimate Price)
Item’s Total
Item’s E&C Total
Sub-Total(Excluding CENG and E&C)
9. CENG Total
10. E&C Total (Less CENG)
11. Grand Total
All Items are displayed without grouping
Items are placed in order by sequence number
Each item total is equal to the Item’s quantity multiplied by the
Item’s Unit Price.

e o
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v. Sub Total is equal to the sum of all item totals except the CENG
items
vi. CENG Total: will be the sum of all CENG item totals
vil. E&C Total(less CENG): Subtraction of the CENG Total from the
E&C Total value
viii. Grand Total: Sum of E&C Total(less CENG) + Sub Total(excludes
the CENG and E&C)+ CENG
ix. The CENG category is displayed at the bottom regardless if there
is a CENG improvement type in the project.
x. Item’s Quantity and Total Amount are determined at the Item
Level.
xi. Item’s E&C Amount are determined at the Location\Station Level
where the locations\stations are assigned funding.
2. Item List
a. Display:
1. Item’s Sequence Number
ii. Item Code
iii.  Item’s Description
iv. Item’s Quantity
v. Item’s Unit of Measure
b. The items are ordered by the sequence number
3. Funding Summary
a. By FAP
1. Information is determined at the Location/Station Level for the
locations\stations that are assigned funding sources.
ii. Displayed:
1. Each FAP Number
2. Improvement type for the FAP Number
3. Improvement type’s Description
4. FHWA (Federal) Percentage for the Improvement type and
FAP Number combination.
5. State Percentage for the Improvement type and FAP
Number combination.
6. Other Percentage for the Improvement type and FAP
Number combination.
7. Construction Total applied to the Improvement type and
FAP Number combination.
8. Federal Funds without E&C (Construction Total multiplied
by the FHWA Percentage)
9. State Funds without E&C (Construction Total multiplied
by the State Percentage)
10. Other Funds without E&C (Construction Total multiplied
by the Other Percentage)
11. E&C Percentage Value for the Improvement type and FAP
Number combination.
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12. E&C Total for the Improvement type and FAP Number
combination
13. Improvement type and FAP Number combination’s Total
including E&C.
iii. The CENG category is displayed at the bottom regardless if there
is a CENG improvement type in the project.
b. By Improvement type
1. Information is determined at the Location/Station Level for the
locations\stations that are assigned funding sources.
ii. Display:
1. Improvement type
Improvement type’s Description
FHWA (Federal) Percentage for the Improvement type
State Percentage for the Improvement type
Other Percentage for the Improvement type
Construction Total applied to the Improvement type
Federal Funds without E&C (Construction Total multiplied
by the FHWA Percentage)
8. State Funds without E&C (Construction Total multiplied
by the State Percentage)
9. Other Funds without E&C (Construction Total multiplied
by the Other Percentage)
10. E&C Percentage Value for the Improvement type
11. E&C Total for the Improvement type
12. Improvement type Total including E&C.
13. Total E&C for all Improvement types
14. Total CENG
15. Remaining E&C less CENG
iii. If an Improvement type is in more then one Improvement type and
FAP Number combination, the Improvement type and its
information will be listed for each combination.
iv. The CENG Improvement type is not included in the list of
improvement types, but instead is listed at the bottom.
v. Ifthe CENG Improvement type is used in the project, all FAP
Numbers that it is combined with are listed to the right of the
CENG Improvement type.
vi. The CENG category is displayed at the bottom regardless if there
is a CENG improvement type in the project.
4. Specialty Items
a. Display
1. Item’s Sequence Number
ii. Item Code
iii. Item’s Description
iv. Item’s Unit of Measure
v. Item’s Quantity
vi. Item’s Unit Price

Nownbkwbd
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Vil.
viil.
IX.
X.

Item’s Total (Quantity * Unit Price)

Specialty Item Total

Grand Total (Total of all items regardless if they are specialty)
Specialty Item % of Total

b. Items are listed in order by the item’s sequence number
c. Only Specialty Items are displayed

5. Potential DBE
a. Display

1.
il.
iil.

Item’s Sequence Number
Item Code
Item’s Description

iv. Item’s Unit of Measure
v. Item’s Quantity
vi. Item’s Unit Price
vii. Item’s Total (Quantity * Unit Price)
viii. Potential DBE Item Total
ix. Grand Total (Sum of all item totals regardless of DBE value)
x. DBE Item % of Total

b. Only display Items with a DBE value
6. Job Specific Items
a. With Potential DBE

i. Display:
1. Ttem’s Sequence Number
2. Item Code
3. Item’s Description
4. Ttem’s Unit of Measure
5. TItem’s Unit Price (Engineer’s Estimate)
6. Item’s Total (Unit Price * Quantity)
7. Total Job Specific and Potential DBE Items (Sum of Item

ii.

Totals)
8. Grand Total - 01.08.14 Quest Reports Meeting: Total of all
items in the contract regardless if it’s job specific or DBE
9. Job Specific and Potential DBE Item % of Grand Total
Only show items that are Job Specific and DBE

b. Job Specific Items

1.

Display

1. Ttem’s Sequence Number

Item Code

Item’s Description

Item’s Unit of Measure

Item’s Quantity

Item’s Unit Price

Item’s Total(Quantity * Unit Price)
Total Job Specific Items

e o
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9. Grand Total - 01.08.14 Quest Reports Meeting: Grand
Total = Total of all items in the contract regardless if it’s

job specific or DBE
10. Job Specific Item % of Grand Total

c. Only displays the Job Specific Items
7. Bid Opening Summary

a. Display
1. Bidder Name
11. Total Bid Price
1i. Total Number of Items
iv. Total Number of Bidders

b. Bidders Listed from lowest bid to highest bid.
c. Lowest Bidder and price in Bold.

8. Bidder’s Comparison Summary
a. Display

1.
1.
1ii.
1v.
V.
Vi.
Vii.

Engineer’s Estimate for Contract

Bidder Name

Bidder total for Contract

Difference between Bidder Total and Engineer’s Estimate
Percent Difference between Bidder Total and Engineer’s Estimate
Total Number of Items

Total number of Bidders

b. Sort low to high (lowest at the top and in bold)
c. Lowest Bidder and information in bold.
9. Bidder’s Extension Check

a. Display
i. Bidder Name
ii. Item’s Sequence Number
iii. Item Code
iv. Item’s Description
v. Item’s Quantity
vi. Item’s Unit Price (determined by the lowest bidder)
vii. Item’s Correct Total (What the computer determines as the correct
item total)
viii. Item’s Bidder Total (What the bidder placed on the Proposal Items
Report as the item total)
ix. Total number of items
x. Total number of differences between correct total and bidder total

10. Summary of Bidder’s Total
a. Display

1.
ii.
iil.

1v.

Bidder’s Short Name

Bidder’s Full Name

Bidder’s Correct Total(Computed Total of quantity * Bidder’s Unit
Price)

Bidder’s Reported Total (Final Total on Proposal Items Report)
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v. Bidder’s Extension Total (Computed sum of all bidder’s reported
extension)
vi. Error (Placed here if the three totals do not match)
vii. Total number of items
viii. Total number of bidders
b. Bidder’s with the reported total not matching the correct total are in bold
c. Correct Total: determined by the computer
d. Bidder Reported Total: What the user computed as the final total ( the
wrong amount)
e. Bidder Extension Total: Sum of all the user’s amounts
11. Bidder’s Comparison Detail
a. Display
i. Item’s Sequence Number
ii. Item Code
iii. Item’s Description
iv. Item’s Quantity
v. Item’s Unit of Measure
vi. Bidder Short Name
vii. Bidder Unit Price for the item
viii. Bidder Total Price for the item
ix. Bidder total for unit price
x. Bidder total for all items
b. Bold the lowest bidder column
c. Low bid to high bid (Across the report) (Left to Right)
d. Items are sorted by Sequence Number
12. Low Bid analysis — By Item
Comparison of lowest bidder to engineer’s estimate
Make sure that the negative % values are never more then -100%
Sorted by Sequence Number
By Dollar Difference
Sort by positive down to negative
By Percentage Difference
Sort by positive down to negative
13. DO
Location Quantity does not display if the location has stations
Location’s Improvement type does not display if the location has stations
Each Item’s Total Quantity is displayed and underlined with the Item
Code after the item information and locations/stations are displayed.
d. Ifan item continues to the next page the item’s sequence number and item
code are displayed on the next page with the text “continued”
14. DOQ Table of Contents
a. Display
i. Item Code
ii. Item Description
iii. Page Number Item begins on
15. Proposal Items

CosDHma0e o AT
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Item description is 255 characters

Should contain the Project Name, Contract Number, and the FAP
Numbers listed on each page.

On the Special Notice proposal Page, all bid prices will be followed with
the word “is” and then the written out wording of the price.

. The Proposal Items Report should be the section from Proposal Page to

the end of the current Bidder Certification Documents ( I.E. First page
should just have the work Proposal on it & the last page should have one
signature by the bidder.

If the user adds a new item in Addendum 3 and this item causes a new
page to be created and the user then changes the qty, improvement type, or
FAP value, the revision value for the new page becomes revision 1.

Each page of the Proposal Items Report will contain 7 items.

. The list of Proposal Items will display:

i. Item’s Sequence Number

ii. Item Code

iii. Item’s Quantity

iv. Item’s Description

v. Items Unit of Measure

vi. Items Unit Bid Price
vii. Item’s Amount (Price multiplied by quantity)
viii. Final Total of Bid.

16. Assembly Summary

a. Make it look like the DOQ Report, portrait style
b. Don’t show improvement types (because there could be multiples)

17. Assembly Detail

Information is pulled from the DOQ information

b. Portrait style

Should look exactly like the DOQ report, except it should have a header

18. Low Bid Analysis

Information is determined at the Location/Station Level for the
locations\stations that are assigned funding sources.

b. By Percentage (%) Difference

i. Display:
1. Ttem’s Sequence Number
2. Item Code
3. Item’s Description
4. Item’s Unit of Measure
5. Item’s Quantity
6. Engineer’s Unit Price for the item
7. Engineers Estimated Price (Quantity * Engineer’s Unit

Price)

Lowest Bidder’s Unit Price for the item

9. Lowest Bidder’s Estimated Price (Quantity *Bidder’s Unit
Price)

*®
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10.

11.

12.
13.

Difference (Bidder’s Unit Price — Engineer’s Unit Price) &
(Bidder’s Estimated Price — Engineer’s Estimated Price)
Percent Difference between the Engineer’s and Bidder’s
Estimated Price.

Engineer’s Total for Estimated Price

Bidder’s Total for Estimated Price

ii. Items are listed from the highest percent difference to the lowest
percent difference.
c. By Dollar Difference
i. Display:

1.

Nownbkwbd
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10.

1.

12.

13.
14.

Item’s Sequence Number

Item Code

Item’s Description

Item’s Unit of Measure

Item’s Quantity

Engineer’s Unit Price for the Item

Engineer’s Estimated Price for the Item ( Item’s Quantity *
Engineer’s Unit Price)

Lowest Bidder’s Unit Price for the Item

Lowest Bidder’s Estimated Price for the Item (Item’s
Quantity * Bidder’s Unit Price)

Unit Price Difference (Bidder’s Unit Price — Engineer’s
Unit Price)

Estimated Price Difference ( Bidder’s Estimate Price —
Engineer’s Estimated Price)

Percent Difference between the Engineer’s Price and
Bidder’s Price

Engineer’s Total for Estimated Price

Bidder’s Total for Estimated Price

ii. Items are ordered from the highest dollar difference to the lowest
dollar difference.

d. By Item
i. Display:
1. Item’s Sequence Number
2. Item Code
3. Item’s Description
4. Ttem’s Unit of Measure
5. Item’s Quantity
6. Engineer’s Unit Price for the Item
7. Engineer’s Estimated Price for the Item ( Item’s Quantity *

*

10.

Engineer’s Unit Price)

Lowest Bidder’s Unit Price for the Item

Lowest Bidder’s Estimated Price for the Item (Item’s
Quantity * Bidder’s Unit Price)

Unit Price Difference (Bidder’s Unit Price — Engineer’s
Unit Price)
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11. Estimated Price Difference ( Bidder’s Estimate Price —
Engineer’s Estimated Price)
12. Percent Difference between the Engineer’s Price and
Bidder’s Price
13. Engineer’s Total for Estimated Price
14. Bidder’s Total for Estimated Price
ii. Items are listed by order of the item’s sequence number

19. Low Bid Pricing By Funding Source
a. Information is determined at the Location/Station Level for the
locations\stations that are assigned funding sources.
b. By Improvement type

1.

ii.

ii.
1v.

Vi.

Display:
Improvement type
Improvement type’s Description
Improvement type’s Percentage Breakout
Item’s Sequence Number
Item Code
Item’s Description
Item’s Unit of Measure
Item’s Quantity for the Improvement type
Lowest Bidder’s Contract Price for the item
0. Contractor’s Sub-Total for the Improvement type excluding
E&C
11. Contractor’s E&C Total for the Improvement type
(Improvement type’s E&C % * Contractor’s Sub-Total)
12. Contractor’s total cost for the Improvement type
(Contractor’s Sub-Total + Contractor’s E&C Total)
Based on the lowest bidder only
Group by improvement type
Sort item’s for the improvement type by the item’s sequence number
The item listed will only display the quantity of the item’s locations
and stations applied to the specified improvement type.
If the improvement type is assigned to more then one FAP Number,
the Improvement type will be displayed on a separate page for each
combination.
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vii. Show the E&C%

c. By ltem
i. Display
a. Item’s Sequence Number
b. Item Code
c. Item’s Description
d. Item’s Unit of Measure
e. Item’s Quantity
f. Lowest Bidder’s Contract Price for the item
g. Lowest Bidder’s Contract Amount for the item
h. Contractor’s Sub-Total Excluding CENG and E&C
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i. Contractor’s CENG Total
j. Contractor’s E&C Total
k. Contractor’s Total E&C (CENG + E&C)
1. Contractor’s Grand Total ( Contractor’s Sub-Total + Total E&C)

ii. The Item’s E&C Total is determined at the Location/Station level by
the funding applied to the location/station.

iii. Display the CENG items with other items but exclude from subtotal
and show separately below

20. Low Bid Estimate Funding Summary
a. Information is determined at the Location/Station Level for the
locations\stations that are assigned funding sources.

b. By FAP
i. Display:
1. FAP Number
2. Improvement type
3. Improvement type’s Description
4. FHWA% (Federal) percentage for the Improvement type and
FAP Number combination.
5. State percentage for the Improvement type and FAP Number
combination.
6. Other percentage for the Improvement type and FAP Number
combination.
7. Construction Total - Lowest Bidder’s price for that
improvement type under that FAP ( before E&C)
8. Federal Funds
9. State Funds
10. Other Funds
11. E&C % - based on the E&C% for that improvement type
12. E&C Total - (E&C% * Construction)
13. Total including E&C (Construction Total + E&C Total)
14. FAP Construction Sub-Total for all improvement types
assigned to the FAP Number excluding CENG
15. FAP Federal Funds Sub-Total for all improvement types
assigned to the FAP Number excluding CENG
16. FAP State Funds Sub-Total for all improvement types assigned
to the FAP Number excluding CENG
17. FAP Other Funds Sub-Total for all improvement types
assigned to the FAP Number excluding CENG
18. FAP E&C Sub-Total for all improvement types assigned to the
FAP Number excluding CENG
19. FAP Total Including E&C Sub-Total for all improvement types
assigned to the FAP Number excluding CENG
20. Contract Grand Total for Construction
21. Contract Grand Total for Federal Funds
22. Contract Grand Total for State Funds

23.

Contract Grand Total for Other Funds
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24. Contract Grand Total for E&C Total
25. Contract Grand Total for Total Including E&C
26. E&C Total (E&C Total — CENG), if CENG Improvement type
in project, title will be E&C Total (Iess CENG)
ii. Report is grouped by FAP Number and then by Improvement type
iii. If there is a CENG improvement type, display it after the subtotal line
c. By Improvement type

ii. Display
1. Improvement type
2. Improvement type Description
3. FHWA (Federal) Percentage for the Improvement type
4. State Percentage for the Improvement type
5. Other Percentage for the Improvement type
6. Lowest Bidder’s Construction Total for the Improvement

type
7. Federal Funds for the Improvement type (Federal % *
Construction Total)
8. State Funds for the Improvement type (State % *
Construction Total)
9. Other Funds for the Improvement type (Other % *
Construction Total)
10. E&C percentage for the Improvement type
11. E&C Total for the Improvement type (E&C % *
Construction Total)
12. Total including E&C for the Improvement type
13. E&C Total less CENG (E&C Total — CENG Total) if
applicable
14. Contract Grand Construction Total
15. Contract Grand Federal Total
16. Contract Grand State Total
17. Contract Grand Other Total
18. Contract Grand E&C Total
19. Contract Grand Total including E&C
iii. Display each improvement type
iv. % breakout between federal, state, and other
v. Display the lowest bidder’s total and then break it out based on the
percent’s for each category
vi. CENG is included in this list
21. Items with Fractional Quantities
a. By Summary
i. Displays items whose locations/stations have fractional quantities.

ii. Display:
1. Ttem’s Sequence Number
2. Item Code

3. Item’s Description
4. Ttem’s Total Quantity
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iii. Items are displayed that have a location/station with a fractional
quantity
b. By Detail
i. Display:
1. Ttem’s Sequence Number
Item Code
Item’s Description
Location Description
Station Description
Location’s Quantity if there are no stations for the location
Station Quantity
Location’s FAP Number if there are no stations for the
location
Station’s FAP Number
10. Location’s Improvement type if there are no stations for the
location
11. Station’s Improvement type
ii. Displays items whose location/station quantities are fractional
iii. Ifan item has a location/station with a fractional quantity, all
locations and stations for that item are displayed.
22. Bidder Certification Documents
a. The Bidder Certification Document should be the “A” pages and the
contract documents included by the contractor (I.E. Anti-Collusions
Statement, DBE, etc.)
b. Each field that the user enters should be underlined and bolded in the
document printout.
c. If DBE is 0 then put in statement that DBE is not required for this project.
23. Advertising Package
a. Contains the A Pages, Bidder Certification Documents, and the Proposal
Items.
24. Advertising Checklist
a. The report will contain the following sections:
i. Locations/Stations:
1. All items don’t have any stations, just a location
2. All items that have location/station description with Project
Wide
ii. Fractional Quantity Items
iii.  All Contract fields and if they are filled
iv. All sub items must have FAP and Improvement type
v. Items without Estimated Prices(Estimated Price Summary)

vi. Item, UM, Qty, Estimated Price, Dataset Price, difference between
the 2 prices. **Purpose is to ensure that Estimated Prices are not
the same or similar to the Dataset price.

vii. Suspicious Location/Station Descriptions (I.E. “Project wide”)
viii. Items with zero values
ix. Locations and Stations with zero values.

S A

o
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REPORTS

25. Support

a. Cities
i. City
1. State
iii. County

b. Companies
i. Name
1. Address

iil.

Phone Number

iv. Fax Number
v. E-Mail
vi. Contact
vii. Bidder Code
viii. Short Name
ix. Discipline
c. Award Categories
i. Award Categories ID
1. Description
d. Contract Dates
i. Date Type
ii. Description
iii.  Required
e. Datasets
i. Dataset Name
it. Item Code

1il.

Item’s Description

iv. Item’s Unit of Measure
v. Item’s Average Weighted Price
f. Design Stages
i. Design Stage Code
ii. Description
g. Factors
i. Factor

ii. Description
h. Funding Source

i. Source Type
i.  Funding Sub Source

1. Source Type

j. Items
i. Item Code
ii. Item’s Description
iii. Item’s Unit of Measure
iv. Items Average Weighted Price
v. Date
vi. DBE
vii. Notes
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REPORTS

Viil.

Utility

k. Improvement types

1.
il.

Improvement type
Description

1. Project Types

1.

1.

m. Site
1.

1l.

1ii.

1v.

V.

Vi.

Vii.

viil.

IX.

n. UM
1.

il.

o. Users
1.

1i.

1ii.

1v.

V.

Vi.

Vil.

viil.

IX.

X.

XI.

Type
Description

Site Name
Company Name
Host Name

Port Number
Out Path

In Path

Temp Path
User Name
Password

Unit of Measure Code
Description

Name

Short Name
Address

Phone Number
Fax Number
E-Mail

Contact
Company Name
Department
Department Short Name
OBS Code

p. Utilities

1.
il.

Utility Code
Description
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C. How To...

1. Admin Screen

NOTE: A user must be applied to the program before the user can be applied to the
project team and have project team permissions set.

1.1 Add a New User

1. In the toolbar click on Admin. The Quest Management window appears.

File Tree Tools .ﬁ.dmigllHelp

W
55 Quest Management =101

Ackion

E System Management

El-= System Information

S Application

{1 &dministrator Mame
{7 Administrator Pazsword
{271 Rieports Folder Path
=& Database

-2 Metwork

-{_7] Local DB path

{71 Master DB path
-3¢ DSM

-7 Active Database

-2 Import Database
{71 Master Active Databas
{71 Master Support Databz
EI--% Data Transfer

-2 Incaming Path

{7 Host Mame

{71 Outgoing Path b
{7 Port Mumber

{27 Temporary Path

-2 User Mame

AT 1 ear Parned i
1| e

2. Use the scrollbar to locate the User and Group Node in the System Management
menu.

|»
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3. Click on Users. All of the current users for Quest Professional on this machine
will be listed on the right side of the Quest Management window.

E‘E Idzerz and Groups
!:| Groups

I;E'g Quest Managemenk

Actian

=101 x|

{7 Adrmiristrator Password:l
{17 Rieports Folder Path
=& Database
[0 Metwork
[ Local DB path
(7] Master DB path
=3¢ DSN
[ Active Databaze
[ Import Databaze
[ Master Active Databas
[ Master Suppart Databe
I'_—'I--% Data Transfer
[ Incoming Path
[ Host Mame
(L Outgaing Path
[ Port Mumber
[ Temporary Path
[ UserMame
[ User Password
EI--E Users and Graups
{0 Groups
e Users

<

| o

| zers |

g

4. Click on Action and then New User in the Quest Management toolbar. The New
Logon window appears.

I-';'g Quest Management

Ackion

=0l x|

e Lser Crts | EEPREEPN

Ider P
Exit

l"\ll(:trl+Q

-1 Metwork

[ Local DE path
{1 Master DE path
=-+§ DSN

[ Active Database
{21 Import D atabase

I'_—'I--%I Diata Transfer
{2 Incoming Path
{7 Host Name
[ Outgoing Path
{1 Port Mumber
{7 Temporary Path
17 User Name
-2 User Password
I'_—'I--m Uzerz and Groups
{0 Groups

{7 Master dctive Databas
[ Master Support D atabe

Uzers

ath

ﬁ admir
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~iBix

General T Modules 1

UsorName: [ - |

Logon Mame: I

Paszsward: I

Group: I j

Save | Cloze |

5. Click on the ﬂ button to select the User Name.

_ioix

General T i odules ]

User Name: | |

Lagon Mame: I

Passyword: I

3roug; I j

Save | LCloze |

6. Type in the Logon Name and Password.

7. Click on the =l button to select the Group the User will be apart of.
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8. Click on the Modules tab on the top part of the screen. A list of permissions will
appear.

=10l x|

General T

[ Adrmin

[] Contractar/Site Wizard
[] Contracts

[] Data Transfer

[[] EngineersE stimate
Projects

Feports

Support Data

Save LClogze

NOTE: The permissions that are checked off depend on what group the user was
assigned to. You can edit permissions by clicking in the square left of the
permission. A checkmark will appear next to all active permission.

9. After all permissions have been set click the ﬂl button.
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1.2 Remove an Existing User

1. In the toolbar click on Admin. The Quest Management window appears.

File Tree Tools .ﬁ.dmigllHeIp

LE Quest Management

Ackion

b

|

=10l x|

ﬁ System Management

l

E% Systern |nformation
S Application

{27 Administrator Marme
-2 Administrator Password
-{_7] Reports Folder Path

-8 Database

{7 Metwork,
{27 Local DB path
-7 Master DB path

=g DSM

-7 &ctive Database
-7 Import D atabase
-2 Master Active Databas
[ Master Support Databs

I'_—'I--%I Data Transfer

{21 Incoming Path
{271 Host Mame

--[_ Outgaing Path =

-2 Part Mumber
-{_7] Temporary Path
{7 User Mame

| »

2. Use the scrollbar to locate the User and Group Node in the System Management

menu.
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4. Click on Users. All of the users will be listed on the right side of the Quest
Management window.

£ Quest Management =10l %]

Action

{10 Administrator Paszword « | [ sers |
{21 Reparts Falder Path [

B8 Databass ﬁ Dema

[ Metwark

27 Local DB path
[ Master DB path

E‘E Uszers and Groups =-3§ DSN
|J:| Groups {10 Active Database

i {27 Import Database
""" 'J 7] Master Active Databas
[ Master Support Databe

I'_—'I--é'_; Data Transfer
{27 Incoming Path
{27 Host Mame
{27 Outgoing Path
[ Port Mumber
{7 Temparary Path
-7 User Mame
27 User Password
EI--E Uzers and Groups

: {27 Groups

'.J SEfE

4] | o

7. Right-click on the User you would like to Remove. A menu appears.

8. Click on Delete User.

£ Quest Management =10l x|

Ackion

D Adrainiztratar Password;l ﬁ admin
{77 Reports Folder Path L) w
[—:I--&i Database

-] Metwark

[ Local DB path
[ Master DE path
= 35 Do et e 5
-] Active Databasze
-] Import D atabaze & would you like to delete selected user?
-] Master Active Databas —>

. {1 Master Suppart Databe - - | %
EI-- Data Transfer

User Properties  Chrl+P

- Incaming Path
[ Host Mame
[ Outgaing Path
{2 Paort Mumber
-] Temparary Path
-] User Mame
-] User Passward
- Users and Groups

-] Groups

8. Click the button.
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1.3 Edit User Properties

1. In the toolbar click on Admin. The Quest Management window appears.

File Tree Tools .ﬁ.dmigllHeIp

LE Quest Management

Ackion

b

|

=10l x|

ﬁ System Management

l

E% Systern |nformation
S Application

{27 Administrator Marme
-2 Administrator Password
-{_7] Reports Folder Path

-8 Database

{7 Metwork,
{27 Local DB path
-7 Master DB path

=g DSM

-7 &ctive Database
-7 Import D atabase
-2 Master Active Databas
[ Master Support Databs

I'_—'I--%I Data Transfer

{21 Incoming Path
{271 Host Mame

--[_ Outgaing Path =

-2 Part Mumber
-{_7] Temporary Path
{7 User Mame

| »

2. Use the scrollbar to locate the User and Group Node in the System Management

menu.
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5. Click on Users. All of the users will be listed on the right side of the Quest

Management window.

o
Action
(0 Administrator Password « | [ Users |
L[] Reports Folder Path e
B8 Databass ﬁ Dema
[ Metwark
27 Local DB path
{7 Master DB path
E‘E Uzers and Groups =-3% DSH
{3 Groups {1 Active Database
| ok —> {27 Import Database
""" 'J 7] Master Active Databas
[ Master Support Databe
I'_—'I--é'_; Data Transfer
{27 Incoming Path
{27 Host Mame
{27 Outgoing Path
[ Port Mumber
{7 Temparary Path
-7 User Mame
27 User Password
EI--E Uzers and Groups
: {27 Groups
T s =
1 | B
7. Right-click on the User you would like to alter. A menu appears.
8. Click on User Properties.
-lmix
Action
ﬁ System Management = ﬁ admin
EF-E@ Syetem Information ¢ [ [Fuser =lolx|
E-(E) Application Mew User Chrl+i General 1 Moadules
{7 Administrator Name Delete Liser 4D
L Adminiztrator Passward
{1 Reports Folder Path User Propetti User MName:
E'"'E?'_.&at?qb:ifmk Exit Chrl+Q
{27 Local DB path Logon Mame: — [Demo
(] Master DB path >
[_]l": D5M Passward: Idemo
{17 Active Database
{7 Import Database — - —
{21 Master Active Databas (el |Admumstrator J
--{Z1 Master Support Databs
EI--% Data Transfer
{27 Incaming Path
{1 Host Mame Save | Close |
{1 Outgoing Path b

{1 Part Number
{21 Temporary Path

{27 User Name
T Ve Bacsasined i
4| | B

9. Change any information or modules and click ﬂl
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2. Network Application

NOTE: The Master Database will be updated with all the added and modified project
information. The ability to Get and Update Master Data only pertains to Network
application of Quest Professional. Please review the section on Rules for the Network
Application, before proceeding to use the Network Application.

2.1 Update Master Data

1. In the toolbar click on Tools, Data Exchange, and then Update Master. The
Update Master Database window appears.

min Project: 001D : Demonstration Projeck

File Tree | Tools Admin Help

Wi Profact Reparts Chrl+R, I
i PTOE Daka Exchange Comparisan Chrl+C

Calculate Square Footage  Chrl+F Export Data Chrl+E
Advertise Project Chrl+Y Import Data Chrl+I
Fast gddendum e Backup Chrl+B
Project Check-In/Check-Out Restore Chrl+1

Get Master Data Ctrl+G

Update Masker Chrl4r
DOQ) to Excel ChEl+O k
Extrack Bids For Fosting

|

£ update Master Database Ol =|

Update | Cloze |
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2. Select the file you would like to update in the master database by clicking in the
empty square to the left of the project. The box will now appear checked off.

3. Click the ﬂl button. The update will initiate. When updating is finished
a confirmation message will appear.

! Update Master Database |

J Updated succesfully.

4. Click the l: | button.
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2.2 Get Master Data

NOTE: This function will overwrite all data for the specified project with the project
data on the Master Datebase.

1. In the toolbar click Tools, Data Exchange, and then Get Master. The Get Master
Data window appears.

mi Project: 001D : Demonsktration Project
File  Tree | Tools Admin  Help
—  Reports Chel+R, |

Data Exchange COmparison ChrlHC

Calculate Square Footage  Chel+F Expart Daka ChrlH+E

fdvertise Project Chrl+4 Import Data Chrl+I

Baost Sddendum CEpl 1 Backup CtrH+B

Project Check-InfCheck-Out Restore k-3
ek Masker Data Ctrl+G
Update Masker ChrlHM k
DO ko Excel Chrl+0
Extract Bids Far Posting

|

JRT=TE

W) 0010 Demanstration Project

Cloze
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2. Select the file in the master database to be updated on the local machine by
clicking in the empty square to the left of the project. The box will now appear
checked off.

3. Click the L | button. The downloading will initiate, when finished a

message will appear.

+ Get Master Data 5'

J Diata loaded successiully.

4. Click the l: | button.
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2.3 Project Check In/Out
NOTE: This function is only used for projects that have been advertised.
2.3.1 View Project Check In/Out

1. In the toolbar click on Tools and then Project Check-in/Check-out. The
Projects in Addendum screen appears.

mi Project: 001D : Demonstration Projeck

File Tree | Tools Admin  Help

Reports Ckrl+R
Data Exchange r
Calculate Square Footage  ChelHF
advertise Projeck [ g e
Post Addendum kel 3L

Project Check-In/Check-Cuk

|

& Projects in Addendum X

Froject | .&ddenduml U ger | Date Time |
0070: Demonstration Project 1

1 |

NOTE: All of the projects in the master database that are currently in addenda
are listed here.

A project can only be checked out if it is in an addendum and not already
checked out.
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2.3.2 Check Out a Project

NOTE: When checking out a project, the project data will be overwritten on the
local machine with the project data currently residing on the Master Database.

1. Right-click on the project to be check out. A menu appears.
x

| .ﬁ.ddenduml U zer | D ate Time |
i CheckIn ]
k Check Out

al I 3

Cloze |

2. Click on the Check Out option. The Project Check Out message appears.

Zheck In

Project Check Dut |

@ ¥ou are about bo Check Ouk Project: 0010: Demonstration Project

Do wou wish ko proceed?

Yes Mo
3. Click the button. The project has now been checked out.
& Projects in Addendum x|
Project | Addenduml Uzer | Date Time |

E 001D: Demonstration Project 1 adrmir 02/19/2002 04:32 PM
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4. Click thelie=22. .. button.
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2.3.4 Check In a Project

NOTE: The Check-In process will automatically overwrite the Master Database with
the project data on the Local Database for the specific project.

1. Right-click on the project you would like to check in. A menu appears.

x
| Addenduml U zer | D ate Time |
D Check In 1 admin 08/19/2002 04:32 PM
Check Out
1] | i
Close |

2. Click on the Check In option. The Project Check In message appears.

Check Gut

Project Check In |
@ You are about bo Check In Project: 0010 Demonstration Project

Do wou wish ko proceed?

Yes Mo
3. Click the button. The project has now been checked back in.
x
Froject | .&ddenduml U ger | Date Time |

0070: Demonstration Project 1

1 |
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....................................

4. Click tth Close Ebutton.
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2.4 Change location of Master Databases

If Active and Master Support Databases (PX07MA .kml, PX07MS.kml) are to be moved
to a different location the following steps must be followed:

All Quest users must close the application first.

The databases can be moved to the new location. They must be placed in the same

folder.

3. The DSN settings for each machine using Quest Professional must be modified to
point to the new location for the databases.

4. For each machine using Quest Professional:

a. Select Admin in the file menu. The Quest Management window appears.

File Tree Toals .E'.u:In'liE\| | Help
| )
il xd

Ackion

N —

ﬁ System Management =
E-= Spstem Information

EI@ Application

-2 Administrator Mame
{1 Administrator Password
{71 Rieports Folder Path
-8 Database

{7 Metwork

{2 Local DB path

-7 Master DB path
H-og DSH

-7 &ctive Database

{27 Import D atabase
-2 Master Active Databas
[ Master Support Databs
EI--%_I. Data Transfer

{21 Incoming Path

{271 Host Name

--[_ Outgaing Path =
-2 Part Mumber

-{_7] Temporary Path

{7 User Mame
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b. In the Databases folder, click on the Master DB Path Folder. To the right
is the path to the Master Databases is listed.

£ Quest Management =10l x|
Ackion
@ System Management || Master DB path |
5@, System Information C:\Program Files\Huest Professional
= Application

{7 Administrator Mame
{7 Administrator Password
--{_1] Reparts Falder Path
E—]E_’; Databaze

(] Metwork

{1 Local DB path

=

=-E% DS

[ Active Database

[ Import D atabase

[ Master Active D atabas
{1 Master Support D atabz
=35 Data Transter

-2 Incoming Path

{7 Host Name

--{_7] Outgoing Path b
- Port Mumber

[ Temporary Patk

~{7 User Name

7T 1 rar Dassasiard hd
1 | E

c. Click-once the path. Be sure to move the cursor off the path to enable it to
be modified.

£5 Quest Management =10] x|
Action

E% System Management =
=8 Sypstem |nformation

EI@ Application

{7 Administrator Mame
[ Administratar Password
--{_] Feparts Folder Path
I:—]--Q; Database

{7 Metwork %
-] Local DB path

425 Master DE path

=-£3 DSN

[ Active Database

{7 Import D atabase

[ Master dctive Databas
[ Master Support D atabe
=2 Data Transfer

{7 Incoming Path

{7 Host Name

-[_ Outgoing Path b
{2 Port Mumber

{1 Temporary Path

[ User Name

7T L lrar Dassasiard h
a | B
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d. Type in the new path and press Enter.

NOTE: It is suggested to copy the path from the DSN setting and paste it
into here to ensure the correct path is entered.
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3. Projects

3.1 Add a Project

1. There are two ways to initiate the creation of a new project.

a. In the toolbar click on File and select New.
b. Hold down the Ctrl and N keys at the same time

2. A window will appear with templates from which to select.

i, Templates = x|

P2

Project Contract

K Cancel

P

3. Click on the Project icon frizz, The Project Setup window appears.

=Project Setup x|

—Project Information

Project Owner
PTS Cocle: | ’7

Le

Project Matme: I

Description:

Ll

—Default Dataset

Le

De=ign Stage: | j
Project Type: I j

Limits -

Ililes: I i}

-

Apply ‘ Acdd ‘ Close |

4. In the Project Setup window, enter at least the required project information
(shaded yellow).
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5. For Project Owner and Default Dataset click the j button to display a menu to
choose from.

6. Click the &‘ button. A message will appear informing you the project
has been added.

x

@ Project: Demonstration Project was successfully added.

7. Click the Button.

8. The project has been added in the My Projects Tab under the Projects Folder on
the left of the screen. To view, enter, or alter any project information click on the
project name once and Project Information appears on the right side of the screen.

ws Project: 001D : Demonstration Project

==
Fie Tree Tools Admin Help
My Projects | Project Detail | Support | ~Project Information
{4 Projects
¥ 20010 : Demonstration Prnipit PTS Code: limm Addendum: III
Project Marme: [Demonstration Projsct =

Design Stage: j Project Type: -

Project Owner IXenUphUnIDS, Christos 5 j
Cilies Miles l—n
add
Remove
Deseription |
Uit |

Mew | Delete | Save |
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3.2 View Project Information

1. Click on the My Projects Tab

File Tree Tools Admin Help

| Praject Detail | Suppart |

Prujecfﬁ
- 001D : Demonstration Project

2. Click on the Project Name under the Projects Folder. The Project Information will
be displayed to the right.

eI
Fle Tree Tools Admin Help
My Projects | Project Detai | Suppart | ~Project Information
t Projects
# R #TS Code: o Addendum: ]
Project Mame: [Demonstration Project

Design Stage: - |  Project Type

Project Owner IXenophumos‘ Christos S

Bl
|
=l
-
Citiess: Miles: l—g

Add
Remave
Description =
[-|
Lirmits: ;I
[

e | Delete | Save |
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3.3 Add a City to a Project

1. In the Cities text box click the il key select the cities or towns in which
the project takes place

a. The Add Project Location box appears.

i, Add Project Location : x|

Citys I

County: I

State: I

Apaply

b. Click the j key to the right of the highlighted City text box to scroll
down and select a city.

c. When a city is selected the state drop down box will default to the state the
city is located in.

d. If there is more then one state the city name is located in, the state drop

down box will display the choices. Click thej key to the right of the
state drop down box and click on the appropriate state.
Click the - "% | button,

. If another City needs to be added click the il button.
g. Repeat steps 3:b through 3:e until all cities located in the project have
been added.

h. When finished click the \&' button.
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3.3 Delete a Project

Standalone Application
1. Click on the Project Name of the project you want to delete. The Project
Information will be displayed to the right.

== Project: 001D : Demonstration Project == LI
File Tree Tools Admin Help
My Projects | Project Detail | Support | ~Project Information
I3 Projects
8 =8 001D : Demonstration Proje*l PTS Code: ) Addendumn: lil
Project Name: Demonstration Project

Design Stage: j Project Type:

Project Owner Ixenﬂphﬂmns, Christos S

Ciies Miles
Add

'

Remove

Description =
H
Limits: =]
|

ey | Delete | Save |

2. Click the 2% | putton,
3. A Message Box will appear confirming the project should be deleted.

Delete Project: 001D ]

Do wou wish to delete this project and its associated information?
¥ou cannot unda this operation,
Please back up this project if you plan to use the project information later,

Yes Mo




C.HOW TO... PROJECTS —- DELETE A PROJECT

4. Click the button to confirm the deletion. A message appears

informing you the project has been deleted.
x

& Project deleted successfully

5. Click the button.

NOTE: When deleting the project, the project is completely removed from the
Program.
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Network Application

1. Click on the Project Name of the project you want to delete. The Project
Information will be displayed to the right.

—sProject: 001D : Demonstration Project _ = x]
File Tree Tools Admin Help
My Projects | Project Detail | Support | - Project Information
{— Projects
240010 : Demonstration Projei( PTS Code: ) Addendum: lII
Project Mame: Demanstration Project =l
Design Stage j Project Type: -
Project Owner IXenophomos, Christos S j
Cities: Miles: o
Add
Remove
Description; ;I
[ -]
Limits: ;I
hew | Delete | Save |

2. Click the . 2=t

button.

3. A Message Box will appear specifying how the project should be deleted.

=i Delete Project: 001D

—Select option

x|

{+ Delete project from local detabase
" Delete project from master databese

" Delete project from local and from master database

ik |




C.HOW TO... CONTRACTS - ADD A CONTRACT

4. Select one of the three options by clicking in the circle next to the option. You can
decide to:

a. Delete the project from the local machine (leaving the project in the
master database)

b. Delete the project from the master database (leaving the project on your
local machine)

c. Delete the project from both local machine and master database (the
project will be completely removed from the local and Master Database)

5. Click the LI button to confirm the deletion. A message appears
informing you the project has been deleted.

Delete Projeck x|

& Project deleted successfully

6. Click the button.

NOTE: When deleting the project, the project is completely removed from the
Program.
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4. Contracts

4.1 View Contract Screen

to expand the project menu.

a Projects

E%E? 001D : Demon=tration Project

side of the screen.

{3 Projects
-8 001D : Demonstration Project

- Funding

----- ﬁ Project Team
il Datasets
d-‘{g Azzemblies
8 Addends

mim Project: 001D : Demonstration Project
File Tree Tools Admin Help

| tab of the tree view, click on the # sign to left of a project name

Click once on the Contracts node. The Contract Information appears on the right

=l =]

Wiy Projects | project Detail | Suppart |
{1 Prajects
E-#F 001D : Demonstration Project

AR tems

Biclders!
Funding
Project Team
'ﬂj Datasets

b 38 Azzembliss
L Addenda

 Contract Information

RIC Ho.: I

Contract Mame:

-

Category —————————————
= = Construction
| Enineering

Addendum: l:l

[
Conttract Type: I j DBE Pat.
Pricrity: C High (30 Days) £ Wedium (45DaYs) Low (60 Days)
Corttract Information | Certification Document Fields I
Descrigtion: ;I
-]
Limits: =]
[
Flace of Proposal Read Time:
Pre-Bid I @ I___ i I___

Plans Charge: I Bidd Desdine Time:

IT

Total (wio
E&C):

contract Dates

Bicider Certification Documents ————————————————

Agd |

Edit | Remove |
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4.2 Add a Contract

1. Click the me4w| button located at the bottom of the Contract Screen. The
Contract Setup window will appear.

i, Contract Setup y x|

—Contract Information

Contract Number: ||

Cantract Mame:

Description;

[ | S ) B

Type: I

Category: ‘ {* Engifeeting {~ Construction ‘

Priarity: " High = hledium Lo
(30 Days) (45 Days) (B0 Days)

Apply | Al ‘ Close |

2. Enter the information for at least the required fields (Shaded Yellow).

a. The Contract Number is the RIC Number for the Contract.

In the Type section, click on the j button to view all possible contract
types. Select the appropriate contract type.
c. In Category click once in the circle left of either Engineering or
Construction. **Currently Construction is the only available option.**
{ Engineering :

d. In Priority determine the level of urgency by clicking once in the circle
left of either choice.

" High i Medium i Loy
[30 Days) (45 Days) (B0 Days)

3. Click the &‘ button to save the new contract information. A
Confirmation Message will appear stating the contract has been successfully
added.

x

& Conkrack: Demonstration Contract has been successfully added,




C.HOW TO... CONTRACTS - ADD A CONTRACT

4. Click the - button on the confirmation message.

5. Click i in the Contract Setup window to exit the Contract Setup
Screen. The newly created Contract will now be displayed.
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4.2 Contract Dates
4.2.1 Add Contract Dates

1. The Contract Dates are located in the bottom left of the contract screen. Click the
Add Button. The Contract Dates Window will appear.

Contract Dates

Bid Deadline* O il
Bic) Examine® |
Blid-Opening® O =l
* Required Edit | e | NOTE: To add a Contract Date

that does not appear in the pull-
down menu (customized) follow
the instructions for Support

Tab/Contract Dates.
Cete Trpe: | ;lg
Cete:  [wnmDry I=l
™ &oears on Prapossl Fages
Apply | Aad
2. Click the L | Button.
3. Click the j key, to the right of the Date Type text box, to scroll down and select

the date type.
4. Either type the date manually in the Date text box in the month/day/year format.

(Ex. 1/31/02) or click on the j key. A calendar will appear. Use the arrows at the
bottom of the calendar to scroll through the months and click on the date.

| deruary | 2002
2un |(Mon | Tue |vwWed| Thu| Fri Sa
1 3 3 4 5
(=] T & g 10 | 11 12
13 | 14 | 15 (1B [[17 | 18 18

20 [[= = ﬁ a0 = &
a7 [ za | 22 | zohEad
[T | ]

5. If the date should appear on the Proposal Pages click on the white box to the left
of Appears on Proposal Pages.

%.ﬂ.ppears on Proposal Pages

6. Click the BBl | button.
7

To enter another date, follow steps 2-6.
When completed adding dates to the contract, click the |% button.
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4.2.2 Edit a Contract Date

1. Click on the Contract Date to be edited.

Contract Dates

Bidl Deadline*

Bicl Examine*
Bi-Opening® O =l
* Required add | Edit | Delete |

2. Click the —E# | putton.,
=i CONtract Completion Dates )

Drate Type: | Bid Deadline*

[T Appears on Proposal Pages

pply | Add

2

* )
Diate; IDBQQQDDE |L| Date already exists

select the date type.

Click the j key, to the right of the Date Type text box, to scroll down and

Either type the date manually in the Date text box in the month/day/year

format. (Ex. 1/31/02) or click on the j button. A calendar will appear. Use
the arrows at the bottom of the calendar to scroll through the months and click

on the date.

| derwary | 202
Zun | Mon| Tue [Wyed| Tho | Fri Sal
1 3 5 4 5

=] T [ 3 10 | 41 12

13 | 14 | 15 [[16 [[17 | 1@ 18

a0 | = ﬂﬁﬂ-‘ 25 26

IT | & | 23 |50 '3;31

[T | ]

left of Appears on Proposal Pages.

%.&ppears on Propozal Pages

Click the _ “#B% | button.
Click the |82 | putton.

If the date should appear on the Proposal Pages click on the white box to the
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4.2.3 Delete a Contract Date

1. Click on the date to be deleted.

Contract Dates

Bidl Deadline*

Bicl Examine*
Bi-Opening® O =l
* Required add | Edit | Delete |

2. Click the _Peiete | button. A message will appear to confirm the date should be

deleted.
Remove Contract Completion =]
& Do wou wish o Delete this Conkrack Dake?
Yes Mio |

3. Click the button to confirm the deletion of the contract date.

NOTE: This will remove the date from the date type.
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4.3 Certification Documents

NOTE: The Content in the Certification Documents cannot be edited.

1. The Certification Documents are located in the bottom right of the contract
screen.

~Contract Information

RIC Ho.: |1 3 Addendumn: Iil

Category
Detmonstration Contract ;I {* Construction

LI ) Enineering

Bikeway j DEE Pt I oo

= High (30 Dearys) = Medium (45 Days) % Lowr (50 Dearys)

Cortract Mame:

Contract Type:

Priority:

Caontract Information | Cerification Document Fields I

Description: DEMO ;I
|
Lirnits: DEMO ;I
|
Place of -
: Proposal Read Time: .
Pre. i IDEMO @ I 11:30 &M R I 11:30 &M

Total {wio

Planz Charge: I f2s00n  Bid Deadine Time: I 11:50 AM E&C): $125.00

Cortract Dates i y Certificeton Doounents

Bidl Desdline” angmonz O j g

. . + : g L o L
LIS PP . Bidder Certification
Bid-Cpening® s2z002 O ; g

Final Completion® aziponz O = Documents
% Required ekl ‘ g G E

ey | Delete ‘ Save
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1.

2. To view any of the documents listed, click on the name of the document you

4.3.1 View Contract Dates

Click the
appear.

= Bidder Cettification Documents

Bidder Certification Documents -

Available Certification Documents

@ Anti-Collusion Certificate

@ DBE Affirmative Action Certification

@ Dizclozure of Lobbying Activities eselofis Syt

@ Status Certification for: Debarment, Eliibilty, Indictments, Convictions ojﬂ |:
3

<

Exit

button. The Bidder Certification Documents Window will

wish to view. The document will appear below.

=i Bidder Certification Documents

Bidder Certification Documents -
2= Available Certification Documents

@ DEE affirmative &ctio k ertitication
@ Disclasure of Labbying Activities Add to Cortract

| @ Status Certification for: Debarment, Elicibility, Indictmerﬂs.i::onvictions Dr_ill -
4 3 A

Rewized: 4/12/2002

ANTI-COLLUSION CERTIFICATE FOR CONTRACT AND FORCE ACCOUNT
[Unsworn Declaration]

Title 23, United States Code, Section 112(c), requires, ag a condition precedent to approval by the Director
of Public Roads of the contract fior this work, that there be filed an unswormn declaration executed by, on
behalf of, the persor, firm, association, or corporation submitting the bid certifiring that such persorn, firm,
association, or corporation has not either directly or indirectly, entered into any agreement, participated in
aty collusion, or otherwise taken any action, in restraint of free competitive bidding in connection with
the submitted bid. This unsworn statement shall be in the form of a declaration execufed wader penalfy of
perjury under the laws of the Unifed Stafes.

Tothe: STATE OF RHODE ISLAND AND PROVIDENCE PLANTATIONS
DEPARTMENT OF TRANSP ORTATION, DIVISION OF PUBLIC WORKS
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4.3.2 Add Certification Documents

1. Click the L

1 button. The Bidder Certification Documents Window will
appear.

mmBidder Certification Documents

x|
Bidder Certification Documents -
Eﬁ ALovailable Certification Documents
P @ Anti-Collusion Certificate
DBE Affirmstive Action Certification
@ Disclosure of Lobbying Activities £t to Contract |
‘ | i@ Status Certification for: Dekarment, Eliciility, Indictments, Convictions or’j_l" | = I

The Red Dot -# indicates the document is not currently part of the Contract.
The Green Dot with the checkmark @ indicates the document is currently part
of the Contract.

3. To add a Bidder Certification Document to the Contract, Click on the
Certification Document located under the Available Certification Document.

4. Click the Add'to Contract | button. A message will appear similar to
below confirming the Certification Document has been added to the Contract.

Bidder Certification Documents . 5[

-
@ DBE Affirmative Action Certification added ko Contract successfully,

5. Click the E button.

6. To add another document repeat steps 3-5.

7. When completed, click the = button.
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4.3.3 Remove Certification Documents
There are two ways to remove Certification Documents.

The Contract Information Screen

1. Click on the Certification Document to be removed from the Contract.

Bidder Certification Documerts

k ic...

add | Edt | Remove |

2. Click the _Fem2¥e | button, A Message will appear confirming the Certification
Document is to be removed from the Contract.

Remove Contract Certification Document 5[

& Do ol wish ko Remose this Document Fram the Contrack

Yes Mo |

Yes

3. Click the button.
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The Bidder Certification Documents Window

1. Click the
appear.

=i Bidder Certification Documents

>

E| a Available Certification Documents

© . d Digclosure of Lobbying Activiies

¢ bl Status Certification for; Debarment, Eligibility, Indictments, Conwictions or ©
EI 423 Associated Certification Documents

Add to Cantract |

: .’ Arti-Colluzgion Cerificate

... DEE Affirmative Action Certification

-
-
4

2. Click on any of the Associated Certification Documents to be removed. The

Document will be displayed below.

=i Bidder Certification Documents

- @ Disclosure of Lobhying Activities ;I
g Status Cerification for; Debarment, Eligibility, Indictments, Convictions or
E| a Azzocisted Cerification Documents:

.’ Arti-Colluzion Cerificate

.’ DEE Affirmati Certification

Revised: 4122002

SPECIAL PROVISIONS
DISADVANTAGED BUSINESS ENTERPRISE
AFFIRMATIVE ACTION CERTIFICATION
FOR CONTRACTORS AND CONSULTANTS
With respect to the above numbered project, [ herebor certify that I am the [FITLE]
atd duly suthorized representative of JCONTRACTOR]
whoze address is [ADDRESE]

[LOCATION]
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Remove from Contract

3. Click the

button. The Following message will appear.

Remove Contract Document 5'

@ Do ol wish ba remove Ehis Document From the Conkrack?

Yes Mo

4. Click the L| button.
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S. Items
NOTE: Please review the rules pertaining to Items.

5.1 View Item Detail Screen

I tab of the tree view, click on the ® sign to left of a project name
to expand the project menu.

{3 Projects

%&? 001D : Demonstration Project

|

: % #0010 : Demonstration Project
----- 22 ftems

----- Contracts
----- d Bidders
- Funding

----- ﬁ Project Team
*fﬂ, Datasets
d‘rg Aszzemblies
----- 2 Addenda

2. Click once on the ¥ Items node. The Item Detail menu appears on the right side
of the screen.

E'E 001D : Demnonstration Project Item Detail Total {wio E&C): $0.00

..... %ms s QtyiTotal: 0.00 /$0.00

----- ﬂ Bidder= |DESCRIPTION Lt aTy ESTIMATED PRICE |DATASETPRICE  SEQ
- Funding I
----- ﬁ Project Team

il Dstasets

d_g Azzemblies

----- 8 Addends

/

Job Specific Item Setup

Set Pricing ||

Mark Deleted [

Add/Remove Items N

4\\ I »

AddRemove tems | Mark Deleted Set Pricing Job Specific fem Setup




C.HOW TO...

ITEMS — ADD AN ITEM

5.2 Add an Item

1. Click on the A2dtfemayve tems | button in the bottom left hand corner. The

Select/Remove Project Items menu appears.

--.SEIEEI:,.I"Remuve Project Items

x|

----- O 201.03m

----- O 201.0401

----- O 201.0411

=

----- O 123.1234:
: CUTTING AND DISPOSING ISOLATED TREES
----- O 201.0302:
----- O 2010304
----- O 201.0305:
----- O 2010306
----- O 201.0320:
. REMOWE AMND DISPOSE GRANTE CLRE
----- O 201.0402:
----- O 201.0403:
----- O 201.0404
----- [ 201.0405:
----- O 201.0408:
----- O 201.0407
----- O 201.0408
----- O 201.0409:
----- O 201.0410:
: REMOWE AND DISPOSE CATCH BASIM AMND ¢
----- O 201.0412:
----- O 201.0413:
----- O 201.0414;

Demao

CUTTING AND DISPOSING ISOLATED TREES
PARTIAL REMONY AL OF STUMPS TO 6" BEL:
COMPLETE REMOV AL AND DISPOSAL OF IS
COMPLETE REMOV AL AND DISPOSAL OF IS
CLEARING AND GRUBBING

REMOWE AMD DISPOSE COMCRETE CURE
REMOWE AND DISPOSE SIDEWALKS
RERMOWE AMD DISPOSE REINFORCED COMCE
REMOWE AMND DISPOSE MASOMNRY
REMOWE AMND DISPOSE HIGHMRY BOUNDS
RERMOWE AMD DISPOSE PAVEMENT AND RIG
RERMOWE AMD DISPOSE RIGID PAWEMENT
REMOWE AMD DISPOSE FLEXIBLE PANWEMERN
REMOWE AMD DISPOSE CATCH BASIME

RERMOWE AND DISPOSE MANHOLE
REMOWE AMD DISPOSE RISERS

REMICWE AMD DISPOSE PIPE - ALL SIZES
e .._I______. ———— _;l_l

ﬂ Commit |

Cloze |

2. Select all items to be added to the project by clicking once in the [1 box. The box

will now appear checked [,

3. When all items have been selected click

Catnimit

button. A Project Items

message appears informing you that all items have been successfully added.

Project ltems

@ [tems were succeszsfully added.

4. Clic

5. Click ﬂ in the Select/Remove Project Items menu.
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6. The items selected are now displayed in the Item Detail screen.

201 0301 (CUTTING ARD DISPOSING ISOLATED TREES A6

EACH

201 03035 | COMPLETE REMCAAL AND DISPOSAL OF 15001

EACH

201 0306 | COMPLETE REMCAAL AMD DISPOSAL OF 15001

EACH

NOTE: More items can be added to the project later by repeating all previous steps.

QUEST PROFESSIONAL USER MANUAL - DRAFT
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5.3 Add a Job Specific Item

1.
2.

[98)

9.

Click the | Job Specific tem Setup | button.
The Job Specific Item Setup window appears.

e e L | E| [ ik spedic teme
Treawviay
Dr==acription : ;l
= tlem Oplions
[ -] :
[~ Speciaty kem
Justification ;]
e
| I = | = Iﬁi A | =] I Eanie=] I [HeEl= I g | Clo=se |

Add Edit Cancel Delete  Apply Close

Click the M button.

Notice in the Item Code box ___.99__ appears. Type the item’s proper item code
here. The proper entry is AAA.99NN. A = Alpha-numeric N=Numeric

To set the Unit of Measure click on the j button to the right of the UM box. The
following menu appears.

ACRE ﬂ

B

CF
Cl

CY [

Select the correct Unit of Measure by clicking on it. The selected UM now
appears in the UM box.

Enter the job specific description in the Description box.

If the Job Specific Item is a Specialty Item and/or a DBE, check the box for each
one that pertains to the Job Specific Item.

—Hhem Options
[~ Speciatty tem
I DBE

If needed enter the item’s justification for creation in the Justification text box.

10. When completed entering the information for the item, clicklm.

11. To add another Job Specific Item to the Project, click the L

= button.

12. To add Job Specific Items that are in another project:
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C.

d.

Job Specific kems
Treewview:

a. Click the button.
A window will appear for user to view Job Specific Items already in the

current project and Job Specific items in other projects and not already in

the current project.

i, Job Specific Items

a Job Specific tems

% ioh Specific kems in Project;
&l Job Specific tems (Mot already inthe Project]

ttem Code: |

Description:

Justification:

LIna: |

O Speciaty

O oeE

Comimit

Cloze

projects in Quest Professional and are not in the current project.

w. Job specific Items

Click on the option All Job Specific Items (Not already in the Project.
&+ 2l Job Specific tems (Mot already in the Project) |

The Window will display all Job Specific Items that were created in other

'a Job Specific tems

----- [0 201 3801 : REMOWE AMD DISPOSE CURREMT STC
----- [0 7019903 1 TO 2 IMCH T¥PE K COPPER WATER
----- [ 701,990 : 34" WATER SERVICE

----- [0 a02.9901 : 40'WWIDE ROLLING GATE, &' HEIGHT
----- [J 2029902 : 20°WWDE GATE, ' HEIGHT

----- [ 2119901 : PRECAST COMCRETE MODLULAR WAL
----- [0 92009901 : MOK-WOYEN FILTER FABRIC FOR RIP
----- [ Log.3802 : PINUS STROBUS, WHITE PINE, 5-6', BIE

1 | i

" Joh Specific kems in Project
% 8l Job Specific tems (Mot already in the Project) |

them Code: |

Description:

Justification:

LIna: |

O Speciaty

[0 CeE

Comimit

Cloze
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e. Check the box to the left of the appropriate Job Specific Items to be added
to the current project.
f.  When a Job Specific Item is checked, the information will be displayed to

the right.

. Job Specific Items i

B0t 5901

-1 9209901

1]

a Job Specific tems

- : REMOWE AND DISPOSE CURRENT STé
--[] 7019903:
-] 701 9909
-] 902590 ;
--[] 9029902
-] 911 9901 :

-] LOG.9902:

1 TO 2 IMCH TYPE K COPPER WATER
JAWATER SERVICE

40"IDE ROLLING GATE, &' HEIGHT
20WIDE GATE, 8 HEIGHT

PRECAST COMCRETE MODULAR WAL
: MORWOYEN FILTER FABRIC FOR RIP
PRI STROBUS, WHITE PINE, 3-6', B2

| £

{" Job Specific kems in Project
% &l Job Specific kems (Mat alresdy in the Project)

tterm Code: |2E|1 8am
De=cription: REMOYE &MD DISPOSE CURRENT
STORAGE BUILDIMG
Justification:
Lkt jLs
Specialty [0 DEE
Comimit Close

g. When all Job Specific Items have been selected for addition to the project

click the m button.

h. Click the

Clese | hutton.

13. When completed adding Job Specific items to the current project, click the

Clese | putton.
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5.4 Set Pricing for Minimum & Only Acceptable Bid Prices

1. To set a price for an item click once on the item’s name in the DESCRIPTION
column. The name will appear highlighted

Item Detail Total (wio E&C): $50.00
201 .0408: REMOYWE ARD DISPOSE FLEXIBLE PANEMEMT
tems OtyTotal: 0,00 / $0.00
ITEMCODE  [DESCRIPTION |UM Q7Y | ESTMATED PRICE DATASET
201 0302 [ CUTTIMNG AMD DISPOEMG ISOLATED TREES AF EACH 2.00 F25.00
201 .0306 | COMPLETE REMCY AL AMD DISPOEAL OF IS0L EACH 000 $0.00
201 0409 fREMOWE AMND DISPOSE FLEXKIBLE PAVEMENT Sy 0.0o H0.00
701 0554 | REIMFORCED COMCRETE PIPE M 170 CLAS&;" LF 0.0o F0.00
7010615 | REMF ORCED COMCRETE PIPE M 470 CLASE Y LF 000 $0.00

2. Click the w button. The Set Item Pricing Limitations window appears.

im. Set Item Pricing Limitations: 201.0408

Pricing Limitation Types
’V " Minimum Acceptakle Bid  only Acceptable Bid

Price:

3. Select the Pricing Limitation Type Option to the left of either option.
4. Type the desired price on the text box.
5. Click the |: I button.
6. A message box will appear to confirm the set price has been added successfully to
the item.
xq x
@ Lowest Acceptable Price successFully added., @ Cnly Acceptable Frice successfully added.
or
7. Click the Lt A button.

8. Click the = ©®= | button on the Set Item Pricing Limitations window.
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5.5 Delete an Item
5.4.1 With Mark Deleted Button

1. Click once on the item’s name in the DESCRIPTION column. The name will

appear highlighted.
Item Detail Total {(wio E&C): $50.00
201 0408 REMOWE ARD DISPOSE FLEXIBLE PANEMENT
tems Oty'Total: 0,00 / $0.00
ITEMCODE  [DESCRIPTION |UM aTY | ESTMATED PRICE DATAZET
201 0302 | CUTTING AMD DISPOSING 1SOLATED TREES AF EACH 200 $25.00
201 0306 | COMPLETE REMOY AL AMD DISPOSAL OF 1ISOL EACH 0.0o H0.00
201 0409 FREMOYE AMD DISPOSE FLEKIBLE PAYEME] T Sy 0.0o F0.00
701 .0554 | RENFORCED COMCRETE FIFE M 170 cms&« LF 0.00 $0.00
701 0615 | REIMFORCED COMCRETE PIPE M 170 CLASS % | LF 0.0o H0.00

2. Click the | MarkDeleted |
3. The Delete Project Item menu appears.

Delete Project Item x|

@ Do wau wish ko delete this Ttem and its associated Sub-Tkems?

Yes Mo |

4. Click the |t .| button.
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NOTE: If items are deleted in an addendum, the items will appear:

In the Items table in red highlighted row.

ftems Oty Total: 2,00/ $6.00
ITEMCODE  |DESCRIPTICN |UM | QT‘r"| ESTIMATED PRICE| DATASET
201 0301 | CUTTING ANMD DISPOSING ISOLATED TREE= AN EACH 200 $2.00
201 0306 | COMPLETE REMONW AL AND DISPOSAL OF [S0L EACH 300 $4.00
201 0403 | REMOYE ANMD DISPOSE SIDEWALKS =Y 200 $5.00

In the Project Detail Tab with a red X next to the deleted item.

=9 Projects
-f 001D : Demonstration Project
El '5@ ttems:
i< 201.0301 : CUTTING AND DISPOSING ISOLATED TREES AND STUMPS (4"- 24%)
------ 201 0305 : COMPLETE REMOWAL AND DISPOSAL OF ISOLATED STUMPS (" TO 24)
l <P 201 0306 | COMPLETE REMOW AL AND DISPOSAL OF ISOLATED STUMPS (24" OR PLUS)
F-<D 2010403 : REMOWVE AND DISPOSE SIDEWALKS
I -2 Addenda
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5.4.2 With Add/Remove Items Button

AddREemove kems

1. Click on the | button. The Add/Remove Items Window

will appear

=i Select /Remove Project Items x|

(d ltems ﬂ Comemit |
-] 2010301 ; CUTTING AMD DISPOSING ISOLATED TREES

[l 2010302 : CUTTING AND DISPOSING ISOLATED TREES Clnze |
-[] 2010304 : PARTIAL REMOWAL OF STUMPS TO 6" BELS
[l 2010305 : COMPLETE REMOWAL AND DISPOSAL OF IS
-] 2010306 : COMPLETE REMOWAL AND DISPOSAL OF IS

A1 | D CLEARIMG A

B 01.0401 : REMOYE AND DISPOSE GRARNITE CURB

-] 2010402 : REMOWVE AND DISPOSE COMCRETE CURE

[ 2010403 : REMOWVE AND DISPOSE SIDEWALKS

-] 2010404 : REMOWE AND DISPOSE REINFORCED COMCF

[0 2010405 : REMOVE AND DISPOSE MASONRY

-] 2010406 : REMOVE AND DISPOSE HIGHWAY BOUNDS

-] 201.0407 : REMOWE AND DISPOSE PAVEMENT AND RIG

[ 2010405 : REMOWVE AND DISPOSE RIGID PAYEMENT

-] 2010409 : REMOWVE AND DISPOSE FLEXIBLE PAYEMEN

[0 201 0410 : REMOWVE AND DISPOSE CATCH BASING

- 2010411 : REMOVE AND DISPOSE CATCH BASIN AND

-] 2010412 : REMOWVE AND DISPOSE MAMHOLE

[ 2010413 : REMOVE AND DISPOSE RISERS

-] 2010414 : REMOWVE AND DISPOSE PIPE - ALL SIZES

[0 2010415 : REMOWVE AND DISPOSE GUARDRAIL AND_F‘CILI
k

g e e

2. Uncheck the item(s) to be removed from the project.

3. Click the ﬂ' button. A message box will appear

Projeck Items El

@ Items were successfully removed,

4. Click the button.
5. Click the ﬂ' button.

NOTE: If this is done in an addendum, the items will appear:
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6. Funding Sources

6.1 View Funding Sources
1. There are two (2) methods to use to view funding sources into Quest Professional
for a project.

6.1.1 Project Detail Tab

In the toolbar click on Tree, Organize Tree view, and then by Pay Code.

N —

_i.Pruject: 001D : Demonstration Project

File | Tree Tools  Admin  Help
mmml  CrOanize Treeview by addendum Chel+A
by Pay Code  Ctrl+F

Refresh T i Chrl+T
SITEsh Tresviews L by Locakion  Chel+Lf

by Skakian Chrl+5

3. Click on the = sign to the left of the project name

4. Click once on the & Funding icon displayed below the project name. The
project funding sources screen will display to the right side of the screen.

Project Funding Sources

Funding Sources

|\mp Type |Descnp|i0r| FAP Mumber Funding Type Psrcentage| E&C %‘ Seq. NU.“
Mesn | Delete: Cancel Save
‘Funded By ‘Percarﬂaga |FAP Humber ﬂ
Construction Total:
E & C Total

SEYE

e | Dejete. | Cance!
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6.1.2 Project Detail Tab

1. On the My Projects Tab

project.

, click on the plus sign to the left of the

2. Click on the Funding node ~## Funding - [isted below the project. On the right
side of the screen the funding sources screen will display.

g Project: 001D : Demonstration Project & 5[

File Tree Tools Admin  Help

My Projects | Project Detail | Support |

I=3 Projects
=-#7 001D : Demonstration Project
(-2 tems
-[B contracts
ﬂ Bidders

@3 Aszemblies
L8 Addenda

Project Funding Sources

Funding Sources

|Imp Type ‘Descripﬁnn FAP Mumber Funding Type Percemaga‘ E&C %| Sed. Mo, H
e | Delete Cancel Save
|Funded By |Percemage |FAP Murmber
Construction Total
E & Total

ey | Delete | Cance] Saye
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6.2 Add Funding Sources

1. Click the L

2. Click on the :| button or use the Alt Key and the Down Arrow Key to display
possible Improvement Types. Select the Improvement Type.

button. A blank row will appear.

Project Funding Sources

Funding Sources

|Imp. Type |Descrip1i0n FAP Number |Funding Type Percentage| E&C %| Seq. Mo.
[aals} 0,00 0
REC! TRUCTICN, ADDED CAPACITY
Qoo4 RECOMNSTRUCTION, MO ADDED CAPACITY
ooos 4R MAIMTEMAMCE RESURF ACIMNG
Q00E 4R MAMTENACE RESTORATION & REHABILITATION il
[ty | Delete Cancel Save

3. Press the Enter Key to move to the FAP Number cell.
4. Type in the FAP Number

Project Funding Sources

Funding Sources

|Imp. Type |Descrip’[i0n FAP Wumber |Funding Type F‘erc:errtage| E&C %| Seq. Mo.
0o NEWY CONSTRUCTION Ros 123 0,00 0,00 0

s

a. Ifthe FAP Number already exists in the project click on the :l button or
press the Alt Key and the Down Arrow Key to select the FAP Number.
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1.
12.

13.

14.

Press the Enter Key to move to the Funding Type cell.
Click on the :I button or press the Alt Key and the Down Arrow Key to
display the funding types available. Select the appropriate funding type.

Project Funding Sources

Funding Sources

|Imp. Type |Descripti-:n FAP Mumkber |Funding Type | Percerrtage| E&C %| Seq. Ma.
oo MEWY CONSTRUCTICN ROE 123

Q.00 Q.00 0z

[y | Delete Cancel Save

Press the Enter Key to move to the Percentage cell.

Type the percentage for the funding type to cover for the Improvement Type
and FAP Number combination.

Press the Enter Key to move to the E&C % Cell

. Type in the E&C % Cell if applicable.

a. Some Improvement Types cannot have an E&C% Value and user is not
allowed to enter a value here.

Press the Enter key to save the E&C Percentage value.

Once the percentages total to 100 for the Improvement Type and FAP Number

combination, click the _5_5'3‘ button. This will save the funding information
to the project.

If receive the following message, click the LI button.
(The Pay Code and FAP Number specified percentage values do not equal
100%)

Paycode 0001 Error x|

& Percentage For pavcode 0001 with FAP# 123 does not equal 100%:.

The following message will then appear:
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Lave Yalid Paycode Information i i‘

There are errors with some of the entered Pavcodes.
Click. Ok ko save the valid data, Cancel ko abort the save operation allkogether.

Ok, I Zancel |

15. Press the button most applicable:

a. OK Button will allow the program to save the funding information that is
valid.

b. Cancel Button will cancel saving and allow user to change the percentage
value(s) for the Improvement Type and FAP Number combination (will be
highlighted in red) that are not correct.

16. If there is sub-funding to be entered for the Funding Type Other for a

Improvement Type and FAP Number combination:

a. Click on the row with the Funding Type “Other”

Project Funding Sources
Funding Sources
|Imp. Type |Descripti0n FAP Number Fundling Type Percentage| E&C %| Seq. Mo,
oo MEWY COMSTRUCTION ROL 123 QOTHER 50,00 .00 0z
oo MEWY COMSTRUCTION ROL 123 FEDERAL 50,00 .00 0z
[y | [elete Cancel Save
|Funded By |Percentage |FAP Mumkber OTHERS Total: $0.00
| 0.0 123
Construction Total: $0.00
E & C Total: $0.00
000 M 231 Tatal: $0.00
ey | Delete Cancel Save

b. Click the button. A blank row will appear.
c. Type the Funded By Source.
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Press the Enter Key to move to the Percentage Value or click the mouse
pointer into the Percentage Value Cell.

Type the Percentage Value for the Funded By Source.

Press the Enter Key to move to the FAP Number cell or click the mouse
pointer into the FAP Number cell.

Type the FAP Number for the Funded By Source.

Click the New button to enter a new row.

Saye

Once the percentages total 100, click the button to save this

information to the project.

NOTE: User Must Save the Funding Sources to the project first before
entering Sub-funding Sources.

If everything is correct, a message will appear stating the change will cascade
through all item’s Locations and Stations.

Cascade the FAP Update x|

2)

Select OK to cascade FAP Mumber 456
change throughout the Project For Improvement Type: 0001

Cancel to abort all changes.

(] 4 I Zancel

Click to proceed.

OR

Click Lﬁ"ll to return to the funding screen

a. Funding changes will not cascade.
b. Funding changes will not be saved to the project.
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6.3 Edit Funding Source

Changes can be made to the funding types at any time.

1. Click on any funding information to highlight the cell and make
necessary changes.

Project Funding Sources

Funding Sources

|Imp. Type |Description |FAP Mumker Funding Type Percerrtage| E&C %| Seq. Mo,
0o MNE COMSTRUCTION ROL 456 FEDER&L 100.00 0.0a 02

o003 RECOMSTRUCTION, ADDEI 123 FEDERAL a0.00 a.oo 03
0003 RECOMSTRUCTION, ADDEI STATE 50.00 000 03

ey | Delete Cancel Save

2. After all corrections have been made click the ﬂ button.
a. Ifachange has been made to a FAP Number a message will appear

noting all the changes will be cascaded throughout the entire
Improvement Type.

Cascade the FAP Update x|
Select OK to cascade FAP Mumber 456
change throughout the Project For Improvement Type: 0001
Zancel to abort all changes,

(0] 4 I Zancel
3. Click the button.
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6.3.1 Funding Source Error

If an Improvement Type’s funding is not totally accounted for, i.e. percentage
is not 100. A message, similar to the one below, will appear.

Improvement Type 0001 Error : ﬂ

& Percentage for Improvement Type 0001 with FAP# 456 does not egual 100%:,

1. Click the button. The following message will appear.

Save ¥Yalid Improvement Type Information ﬂ

There are errors with some of the entered Improvement Tvpe,
Click OF to save the valid data, Cancel to abort the save operation alllogether.

o4 I Cancel |
2. Click the button. The changes made to the incorrect

Improvement Type will be deleted and the original data will be
restored.

NOTE: Only fully funded Improvement Types, where the percent total is
100, can be saved.
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6.4 Delete a Funding Source
1. Click on a cell in the row to be deleted.

Funding Sources

Imp. Type | Description FAP Mumber Funding Type Percentage| E & C % | Seq. Ma.
oo MEWY CONSTRUCTICN ROL 456 STATE 100.00 0.00 04
[ | Delete Cancel Save

2. Click the |%| button. A Message box will appear confirming that the funding
and any sub-funding associated with this row will be deleted upon request.

Delete Project Funding Sources Ed

@ Do ol wish ko delete this Funding Source

and its associated Sub-Funding Sources?

Yes Mo |

3. Click the button if this funding row should be deleted. Click the

L1 button to cancel the deletion.

4. Ifthe Yes Button was clicked, the following message will appear:

Delete PayCode 7 |

,-'" This ackion will delete this Paycode record and could possibly
! affect Paycodes previously assigned to Project Sublkbems!

Click ¥es to Proceed, Mo ba Cancel,

Yes Mo

5. Click the button to proceed with the deletion. Click the Ll

button to cancel the deletion.
6. Refer to the rules section (Page 49) on funding for how items, locations, and
stations are affected when funding is deleted.
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7. Locations and Stations

7.1 To view Locations and Stations

1. Select the | Tab

2. Click on the plus sign left of the project

=5 Projects
&
48 tems
B2 Sddends

3. Click on the plus sign left of ‘Items’ and all items for the project will be listed.

a Projects

'
Elﬂ ftems
@ 2010302 : CUTTING AND DISPOSING ISOLATED TREES AMD STUMPS (24" OR PLUS)

@ 201 0305 ; COMPLETE REMONY AL AND DISPOSAL OF ISOLATED STUMPS (6" TC 24"

@ 201 0306 ; COMPLETE REMON AL AMD DISPOSAL OF ISOLATED STUMPS (24" OR PLUS)

-8 Addends




== Project Item: 201.0302 : CUTTING AND DISPOSING ISOLATED TREES AND STUMPS (24" OR PLUS)
Fie Tree Tools Admin Hep

C.HOW TO...

LOCATIONS AND STATIONS — ADD LOCATION TO ITEM WITHOUT LOCATIONS
4. To view Locations:

a. Click on the plus sign to the left of an Item. The Locations will appear listed
below.
a Projects

EI.E? 001D : Demontration Project
-3 tems

<-4 201.0302 : CUTTING AND DISPOSING ISOLATED TREES AND STUMPS (24" OR PLUS)
A - LOCATION : LOCATION 1
 E-Yp LOCATION | LOCATION 2

LB Addenda

@ 201 .0305 : COMPLETE REMONW AL ANMD DISPOSZAL OF ISOLATED STUMPS (8" TO 24™)
@ 201 .0306 : COMPLETE REMOYW AL ANMD DISPOZAL OF ISOLATED STUMPS (24" OR PLUZ)

OR

b. Click on the Item and all the Locations will be displayed in the Location grid
to the left of the Projects Treeview.

_8]x
My Projects  Praject Detail | Support |
= Locations
3 Projects Urit Price: $0.00 UM: EACH DEE. No aty/Total: 87.33 /$0.00
[-# 001D: Demontration Project
=13 tems
@ 201 0302 : CUTTING AND DISPOSING ISOLATED TREES AND STUMPS (24" OR PL\JS)‘
@ 2040305 : COMPLETE REMOYAL AND DISPOSAL OF ISOLATED STL
@ 201 0306 : COMPLETE REMOYAL AND DISPOSAL OF ISOLATED STL
-8 Addenda
[oescrpmion QTY | IMP TYPE F&P
| |G Locamont 54.00 0001 123
| % LocaTion 2 3333 0001 123
Project Total {wio E&C): $0.00
Stations
‘ |DESCR\FTION QTY|IMP. TYPE Fap I




C.HOW TO...

LOCATIONS AND STATIONS — ADD LOCATION TO ITEM WITHOUT LOCATIONS

5. To view Stations:

a.
below.

Click on the plus sign to the left of a Location. The Stations will appear listed

a Projects

EI.E? 001D : Demontration Project

-4 tems

OR

b. Click
listed

El@ 201.0302 : CUTTIMG AMD DISPOSING IZOLATED TREES AMD STUMPS (24" QR PLUZ)

LOZATION @ LOCATION 1
/’;; STATION : STATICN &
/’;; STATION : STATION B
/’;; STATION : STATION C
E

------ p LOCATION | LOCATION 2
Eﬂ---@ 201 .0305 : COMPLETE REMONW AL ANMD DISPOSAL OF ISOLATED STUMPS (8" TO 24™)

[#-43 201.0306 : COMPLETE REMOY AL AND DISPOSAL OF ISOLATED STUMPS (24" OR PLUS)
2 Addends

= .

on a Location in the Location grid, all of the Location’s Stations will be
below in the Station grid.

Locations

Lo

Unit Price: $0.00 Unt: EACH Mo Oty/Total: §7.33 / $0.00

CATION: LOCATIOH 1

|DESCR\PT\O

QT | IMP TYPE FAFP

)

%oemom
| |Eiocanonz

54.00 0001 123

33.33 0001 123

Project Total {w/o E&C): $0.00

Stations

DESCRIPTI

GTY|IMP TYPE FAP

(Lo }]

I

I

| &

STATION
STATION

STATION

45.00 0001 123
4.00 0001

5.00 0001

a

B 123

C 123
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7.2 Add Location to item without locations

1. To add a location, if none exist, click on the appropriate item in the tree view. A
cursor will appear in the first row in the locations grid for the user to enter the
description field.

LI
Fle Tree Tools Admin Help
g ::;T:;s e | et I Locations Unit Price; $0.00 Ut EACH DEBE. Mo Qty/Total: 0.00 / $0.00
E1-#7 0010 : Demonstration Project
-9 tems
@ 201 0302 1 CUTTIMG AND DISPOSING ISOLATED TR
@ 201 0305 : COMPLETE REMOY AL AND DISPOSAL
<3 201.0406 : REMOVE AND DISPOSE HGHWAY BOU | |DESCR'PT'ON ‘ 7| L = 7P I
& Funding | j 000 ‘
Project Total (wio E&C):
Stations
| |DESCRIPTION QT [IMP. TYPE FAp
4 | ol

To save the location, user may press the Enter Key or the Right Arrow Key on the
keyboard.

If the location has no stations, enter in a quantity in the QTY box and hit the right
arrow key.
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4. A list of Improvement Types may be viewed by either clicking on the j arrow in
the IMP. TYPE box or use the alt-down arrow key combination when there is
focus in the IMP. TYPE box.

Locations Unit Price: $0.00 Lkd: EACH CBE: (i QtyiTotal: 12.50 / $0.00
LOCATIOHN: Location Demo
DESCRIPTION any | IMP. TYPE |FAP
|| % Location Demo 12.50
oot ?
Project Total {w/o E&C): $0.00

5. Select the desired Improvement Type.
6. Select the desired FAP Number:

a. Once the Improvement Type has been selected, if there is only one
corresponding FAP Number for the Improvement Type, the FAP field will
be automatically filled.

b. If there is more then one corresponding FAP number for the selected pay
code, the user will be allowed to select the correct FAP number from a drop

down box.
Locations Unit Price: $25.00 UM EACH DEE: Mo OtyTotal: 5.00 / $125.00
LOCATION: Location Demo
DESCRIPTION aty|me. TvrE
$g Location Demo 5,00/ 0001
Project Total {w/o E&C): $125.00

7. If at any time, the user would like to cancel out of adding the location, click on

the icon to the left of the location being added and press the Delete key on the
keyboard. There will not be a message. The location will be removed.
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7.3 Add location to item with locations

1. Click on the '@ icon to the left of the last location description for the item.

Locations Unit Price: $0.00 LI EACH DHE: Mo Oty Total: 12.50 / $0.00
LOCATIOH: Location Demo
|DESCRIPTION Q1Y (IMP. TYPE FAP
%Locatinn Demo 12,50 | 000 123
Project Total (w/o E&C): $0.00

2. Using the keyboard, press the Alt key and the Down Arrow key at the same time.
A blank row will appear below the last location. A cursor will appear in the
description field of the blank row.

Locations Unit Price: $0.00 UM E&CH DEE Mo Qty(Total: 12.50 / $0.00

LOCATIOH: Location Demo

DESCRIPTION | QTY | IMP. TYPE FAP
% Lacation Dema 12.50 0001 123

j 000

Project Total (wio E&C): $0.00

3. Type in the location description with the keyboard.
NOTE: The location description must be unique for the item. If a duplicate
location description is entered for an item, the following message will appear
when the attempt is made to save the description:
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x

& This Location: Location Demo alreadyy exists For this Tkem,

“Location Demo” was the duplicate location description entered.

4. Press the Enter Key or the Right Arrow Key to save the Location’s description.
The focus will then move to the Quantity field.
5. Type in the Quantity or leave at 0.
a. Ifthe location will have stations, the location’s quantity will recalculate with
the sum of the station quantities for that location.
Press the Enter Key or the Right Arrow Key to save the quantity value.
7. The focus will move to the Improvement Type Field
a. Ifthe item has a default Improvement Type value, the Improvement Type for
the location will automatically populate with the default Improvement Type.
This value can be changed for the location.

.0\
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8. To view the list of the project’s Improvement Types, click on the down arrow in
the field or press the Alt Button and the Down Arrow Button at the same time.
Select the desired Improvement Type.

Locations Uit Price: $0.00 UMt E&CH DEE: Mo Qty(Total: 62.50 / $0.00

LOCATIOH: Location Demo 2

DESCRIPTION aTy | IMP. T*PE | Fap
fn Location Demo 12.50 00 123

4| Location Dema 2 50.00 E
0001

Project Total {wio E&C): $0.00

9. Press the Enter Key or the Down Arrow Key to save the Improvement Type
information to the Location. The focus will move to the FAP Number field.
10. Select the desired FAP Number:

a. Once the Improvement Type has been selected, if there is only one
corresponding FAP Number for the Improvement Type, the FAP field will
be automatically filled.

b. If there is more then one corresponding FAP number for the selected pay
code, the user will be allowed to select the correct FAP number from a drop
down box.

Locations Uit Price: $0.00 LM EACH DEE Mo Qty/Total: 62.50 1 $0.00

LOCATION: Location Demo 2

DESCRIPTICN QT |IMP. TYPE Fap
|5 Location Demo 12.50 | 0001
'.h Location Demo 2 50,00 0001
Project Total {wio E&C): $0.00

11. If at any time, the user would like to cancel out of adding the location, select on
the icon to the left of the location being added and press the Delete key. There
will not be a message. The location will be removed.
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7.4 Edit Existing Location

Click on the item that contains the location to be edited. The locations for the

specified item will be displayed to the right of the tree view.

—sProject Ttem: 201.0302 : CUTTING AND DISPOSING ISOLATED TREES AND STUMPS (24" OR PLUS)

File Tree Tooks Admin Help

My Projects  Project Detail | Support |

=lalx|

Locations
|=3 Projects

E-#7 001D : Demonstration Project
< UTTING

# LOCATION ; Locstion Demo
4 LOCATION : Location Dems 2

Unit Price: $0.00 Unt: EACH DBE. hlor Oty Total: 62.50 / $0.00

@ 201 0305 © COMPLETE REMOY AL AND DISPOSAL

DESCRIPTION

QTY|IMP. TYPE FAP

< 201 0406 : REMOVE AND DISPOSE HIGHWAY BOU
& Funding

3 Location Dema

| | Location Dema 2

1250 0001 123

50.00 00 458

Project Total {wio E&C): $0.00

Stations

| |DESCR\PTION

aTy|IMP. TYPE FAP

I

2. Select the field for the location that needs to be edited. If the location does not

have any stations, any value for the location can be changed. If the location does
have stations, only the location’s description field can be edited.

Locations Unit Price: $0.00 Likd: EACH CBE: illa} Qty:Total: 52.50 / $0.00
LOCATION: Location Demo 2
DESCRIPTION | QTY | IMP. TYPE FAP
'.h Location Dema 1250 0001 123
ocation Demo 2 j 50.00 0001 436
Project Total (w/o E&C): $0.00

3. After changing the information in the field, press the Enter key or the Right

Arrow key to save the information.
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7.5 Delete existing location

NOTE: If a Location is part of an Assembly, the Location must be deleted through
the Assembly

1. Click on the item that contains the location to be deleted. The locations for the

specified item will be displayed to the right of the tree view.

=i Project Item: 201.0302 : CUTTING AND DISPOSING ISOLATED TREES AND STUMPS (24" OR PLUS)

&1
File Tree Tooks Admin Help
My Projects  Project Detail | Support .
l ! Locations ; %
I3 Projects Unit Price: $0.00 Ukt EACH DBE: Ho OtyTatal: 62.50 / $0.00
E-#7 001D : Demonstration Project
E1-3% tems
| B
H #3 LOCATION ; Locstion Demo
% LOCATION : Losation Demo 2 DESCRIFTION QTY |IMP. TYPE FAP
< 201.0305 : COMPLETE REMOY AL AND DISPOSAL ( &3 Location Demo 12.50/ 000 123
B ? jm 0406 : REMOVE AND DISPOSE HIGHAAY BOU 2 Localion Demo 2 Eoolcon e
[ uriding !
Project Total (wio E&C): $0.00
Stations
| |DESCR\PTION QTY |IMP. TYPE FAP
4 | |

2. Click on the @ icon to the left of the location you want to delete.
3. Press the Delete key on the keyboard. A message box will appear to confirm the

location (Sub-Item) and its corresponding stations (associated Sub-Items) are to
be deleted.

Delete Project Sub-Item i |

@ Do you wish ko delete this Sub-Ttem and its associated Sub-Tremss?

e |

4. Click the L A button to delete the location and its associated stations.
a. The row for that location will be removed from the grid

b. The rows for all associated stations for the newly deleted location will be
removed from the grid

c. The item quantity will be recalculated based on the remaining locations
and stations that exist for the item.




C.HOW TO... LOCATIONS AND STATIONS — ADD STATION TO LOCATION WITH STATION(S)

7.6 Add Station to Location without Station(s)

1. Select the location to add a station to by clicking on that locations
DESCRIPTION. An empty row will appear in the Station Grid with the cursor in
the description field.

Locations Ut Price: $0.00 LM: EACH DBE. Mo Oty(Total: 12,50 / $0.00

LOCATIOH: Location Demo 2

DESCRIFTICN | AT |IMP. TPE FAP
fﬂ Location Demo 12.50 000 123
fﬂ Location Demao 2 j 0.00 000 436
Project Total {wio E&C): $0.00
Stations
[pescrPTION | aTy e, TPE Fap
N j 0.00 0001

2. Type in the station description with the keyboard.
NOTE: The station description must be unique for the item. If a duplicate
location description is entered for an item, the following message will appear
when the attempt is made to save the description:

station x|

& This Skation: Station Demo already exists For this Location,

“Station Demo” was the duplicate location description entered.
3. Press the Enter Key or the Right Arrow Key to save the Station’s description. The
focus will then move to the Quantity field.
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4. Type in the Quantity or leave at 0.
Press the Enter Key or the Right Arrow Key to save the quantity value. The focus
will move to the Improvement Type Field.
a. Ifthe item has a default Improvement Type value, the Improvement
Type for the location will automatically populate with the default
Improvement Type. This value can be changed for the location.
6. To view the list of the project’s Improvement Types, click on the down arrow in
the field or press the Alt Button and the Down Arrow Button at the same time.
Select the desired Improvement Type.

)]

Stations STATIOH: Station Demo
DESCRIPTION QTY | IWP. TFE FAP
|| & station Demo 13.00 0001 -

7. Press the Enter Key or the Down Arrow Key to save the Improvement Type
information to the Location. The focus will move to the FAP Number field.
8. Select the desired FAP Number:

a. Once the Improvement Type has been selected, if there is only one
corresponding FAP Number for the Improvement Type, the FAP field will
be automatically filled.

b. If there is more then one corresponding FAP number for the selected pay
code, the user will be allowed to select the correct FAP number from a drop

down box.
Stations STATIOH: Station Demo
|DESCRIPTION aty |InP. TYPE |FAP
&35 Station Dema 13.00 | 0001 J}J
123
458
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9. If at any time, the user would like to cancel out of adding the station, select on the
icon to the left of the location being added and press the Delete key. There will
not be a message. The station will be removed.
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7.7 Add Station to Location with Station(s)

N —

(98]

Select any field for the appropriate Location in the grid.
The associated stations will appear in the Stations Grid below.

Locations Uit Price: $0.00 LM EACH DEE. Mo atyTotak 26.50 /$0.00

LOCATIOHN: Location Demo 2

|DESCRIPTION QT [IMP. TYPE FAP
ﬁ, Location Demo 12,50 000 123
%Locaﬂon Demo 2 13.00 000 456
Project Total {w/o E&C): $0.00
Stations STATION: Station Demo
|DESCRIPTION QT [IMP. TYPE FAP
|| i Station Dema 13.00 000 123

Click on the ‘&8 icon to the left of the last station row.
Press the Alt Key and the Down Arrow Key on the keyboard at the same time. A
new empty row will appear below.

Stations STATION: Station Demo
|DESCRIPTION | aTy|MP. TYPE Fap
'_E Station Demo 13,00, 0001 123
| j .00/ 0001 J
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e

Type in the station description with the keyboard.

NOTE: The station description must be unique for the item. If a duplicate
location description is entered for an item, the following message will appear
when the attempt is made to save the description:

station x|

& This Skation: Station Demo already exists For this Location,

“Station Demo” was the duplicate location description entered.

Press the Enter Key or the Right Arrow Key to save the Station’s description. The
focus will then move to the Quantity field.
Type in the Quantity or leave at 0.
Press the Enter key or the Right Arrow key to save the quantity value.
The focus will move to the Improvement Type Field
a.  Ifthe item has a default Improvement Type value, the Improvement
Type for the location will automatically populate with the default
Improvement Type. This value can be changed for the location.
To view the list of the project’s Pay Codes, click on the down arrow in the field or
press the Alt Button and the Down Arrow Button at the same time. Select the
desired Improvement Type.

Stations STATIOH: Station Demo 2
DESCRIFTION Qry | IMP. T PE | Fap
&3 Station Demo 13.00 000 123
&35 Station Dema 2 5.00 0001 Ek |
o001

10. Press the Enter Key or the Right Arrow Key to save the Improvement Type

information to the Location. The focus will move to the FAP Number field.




C.HOW TO... LOCATIONS AND STATIONS — ADD STATION TO LOCATION WITH STATION(S)

11. Select the desired FAP Number:

a. Once the Improvement Type has been selected, if there is only one
corresponding FAP Number for the Improvement Type, the FAP field will
be automatically filled.

b. Ifthere is more then one corresponding FAP number for the selected pay
code, the user will be allowed to select the correct FAP number from a drop

down box.
Stations STATIOH: Station Dem 2
|DESCRIPTION ary | Me. TPE |FAP
& Station Dema 13.00 | 0001 123
& Station Dem 2 5.00 0001 455 [

123
436

12. If at any time, the user would like to cancel out of adding the station, select on the
icon to the left of the location being added and press the Delete key. There will
not be a message. The station will be removed.
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7.8 Edit existing station

1. Click on the item that contains the station to be edited. The locations for the
specified item will be displayed to the right of the tree view.

2. Click on the location that contains the station that requires editing. The stations
will be listed below.

3. Select the field for the station that needs to be edited.

Locations Uit Price: $0.00 L EACH DEE Mo Qty/Totak: 30.50 /$0.00

LOCATIOH: Location Demo 2

DESCRIPTICN QTY | IMP. TYPE FAP
fﬂ Locstion Demo 1250 0001 123
fﬂ Location Demo 2 18.00 0001 456
Project Total {wio E&C): $0.00

Stations STATION: Station Demo 2
DESCRIPTICN | QTY | IMP. TYPE FAP
|| G station Demo 13.00 0001 123
_fﬂ Station Demo 2 j 500 0001 123

4. After changing the information in the field, press the Enter key or the Right
Arrow button to save the information.
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7.9 Delete existing station

1. Click on the item that contains the station to be edited. The locations for the
specified item will be displayed to the right of the tree view.

2. Click on the location that contains the station that you want to delete. The stations
will be listed below.

3. Click the 2 icon to of the station you want to delete.

Stations STATIOH: Station Demo 2
|DESCRIPTION QT | IMP. TYPE Fip
| l_'ﬂ Station Demo 13.00 0001 123
__ﬁ{\ Station Demo 2 500/ 0001 123

4. Press the Delete key.
5. A message box appears asking if the station should be deleted.

6. Select the li 1 button

Delete Project Sub-Ttem » =]

@ Do o wish ko delete this Sub-Tkem and its associated Sub-Tkems?

a. The row for that station will be deleted
b. The associated Location’s Quantity will be recalculated
c. The associated Item’s Quantity will be recalculated.
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ASSEMBLIES — CREATE AN ASSEMBLY

8. Assemblies

8.1 Create an Assembly

Py Project

1. Under the My Projects tab

project.
o =8123 : Sample Project

Cortracts
¢ Bidders
- Funding

ﬁ Project Team
-l Datazets
5-'-3 Azzemblies
2 sddenda

| click on the [ sign to the left of the

2. Select the “® Assemblies node. The Assembly Item Setup menu appears on to the

right of the screen.

Assembly Item Setup

Assembly Name Code: un:

! |

Azsembly bems

-

‘ITEMCODE DESCRIPTION |UM |DEPTH ‘

Assembly tems Tree | Caopy Templste..

ey | Delete Cancel Save

b
Select the g button. The Assembly Setup Screen will appear.

3.
is, New Assembly x|
Azsembly Hame:
Assembly Code: I UM: I j
5 characters - Alphanumeric)
Apaly | Add | Cloze |
4. Enter the Assembly Name
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5. Enter the Assembly Code consisting of 5 alphanumeric characters (Numbers
and/or Letters only). The Assembly Code can not be changed after it has been
entered.

6. Select the Unit of Measure from the drop down menu provided

7. Select the m button.

8. A message appears stating the assembly was successfully added.
x

@ Assembly successfully created,

N
9. To add another assembly, select the g button and repeat steps 4-7.

10. When completed, select the &I button.

Note: If there is more then one assembly for a project, use the ﬂilill'l keys to access
the different assemblies in the following manner.

/ l=l = | == \
Access first Access last
assembly assembly

Access Access
previous following
assembly assembly
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8.2 Add Items to an Assembly

1. To assign items to the assembly select the _2355mbly tems Ires | button. The
Select/Remove Assembly Items menu appears.

&, Select/Hemove Assembly llems

i
J

111 5959 : FAKE DESCRIPTECR

2030 CUTTRIC AND DISPCSING 1SOLSTED TREES cioss

A0 02 CUTTRIC AMD DISPOSIMG ISOLATED TREES

201 (30 PARTIAL REMDY AL OF STUMPS TO B BB

A0 05 COMPLETE RERCAWAL AMD DIEFOSAL OF 5

204006 COMPLETE REMCH AL AND DEFOSAL OF 5

A0 A0 CLEARPIC AND BRUBRRG

201 [40M : REMCAE AND DISPOSE GRAMTE CURE

A0 402 REMCAE AMD DISPOSE COMCRETE CLRE

201 (4003 REMCAE AND DISPOSE SIDEMALHS

201 0404 REWONE KD DIZRCEE RERFORCED CORNCE

201 0405 : REMONE KD DISPCSE MASChRY

201 0406 : REWMONE KD DISPOSE HGHAY BOLMDS

201 0407 : REWMCHNE KD DISRCEE PAVEMENT AMD RIC

201 0406 : REMONE KD DISPOSE RIGID PAWERERT

201 .0409 : REMONE KD DISRCEE FLEXELE PAVEWER

201 0410 : REMONE KD DISPOSE CATCHBASHE

201 0411 : REMCHNE KD DISRCEE CATCHBASH AkD

201 0412 REWMONE KD DISPCEE WARHOLE

201 0415 : REMONE KD DIZRCEE FISERS

201 0414 : REWMONE KD DISPOSE MPE - ALL SIZES vI
k

'| AR T

IjoO00o0O0OooOooooooooo

2. Click once in the [ box to the left of each item to be added to the assembly. The
box will now appear checked offkl.

Carmmit

3. When all items have been selected select the button. A message box
will appear stating that all items have been successfully added.

Project Items

@ [tems were succezsfully added.

4. Select the L: | button.

5. Select the ﬂ button on the Select/Remove Assembly Items menu.
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8.3 Add Depth to Assembly Item

1. Select the Depth field for the assembly item.

|ITETI.I1CODE |DESCRIF‘TION ‘LIM | DEPTH| FACTOR
201.0304  PARTIAL REMOWAL OF STUMPS TO 8" BELCAW EACH m 0.00000

B 201.0306  COMPLETE REMOW AL AMD DISPOSAL OF IS0L EACH 0.0a % 0.00000
B 201.0402 REMONE AND DISPOSE COMCRETE CURB LF 0.00 0.00000
B 201.0403  REMCHYE AND DISPOSE MASOMNREY Y 0.0o 0.00000
B 201.0407  REMOYE AND DISPOSE PAVEMENT AMD RIGID Sy 0.0a 0.00000
B 201.0410 REMOYE AND DISPOSE CATCH BASING EaCH 0.0a 0.00000

2. Enter the depth value for the item
3. Use the enter key on the keyboard to save the depth value to the assembly item.
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8.4 Add Factor to Assembly Item

1. Select the Factor Field for the Assembly Item.

|ITETI.I1CODE |DESCRIF‘TION ‘LIM | DEPTH| FACTOR|
201.0304 PARTIAL REMOW AL OF STUMPS TO B BELCW EACH 0.45 m
B 201.0306  COMPLETE REMOW AL AND DISPOSAL OF 1ISOL EACH 0.00 E%]DDEI
B 201.0402  REMCYE AND DISPOSE COMCRETE CURB LF 0.0o 0.00000
B 201.04035 REMONE AND DISPOSE MASONRY (2 0.0a 0.00000
B 201.0407 | REMCYE AND DISPOSE PAVEMENT AMD RIGID 5% 0.0o 0.00000
B 201.0410 REMOWE AND DISPOSE CATCH BASING EaCH 0.0a 0.00000

2. Enter the Factor Value for the Assembly Item.
3. Use the Enter key to save the factor value for the Assembly Item.
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8.5 Remove Item from Assembly

Select the |_Assembly tems Tree | ,y,¢op
In the Select/Remove Project Assembly Items menu click on the ¥ box of the
item to be removed from the assembly. The box will now appear un-checked,Ll.

3. When all items to be removed have been un-checked select the =22 __| button.
A message box will appear stating that all items have been successfully added.

N —

Aszzembly Items

@ [terns were successfully removed.

4. Select the L | button.

5. Select the E button on the Select/Remove Assembly Items menu.
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8.6 Delete Assembly

1. If there is more then one assembly for a project, use the ﬂillll'l keys to find
the assembly to be removed.

qld.l:: pl\

Access last
Access first / \ assembly

assembly

Access Access
previous next
assembly assembly

2. Once the desired assembly is displayed, select the (Delete | ytton, A message box
will appear confirming the Assembly should be removed from the project.
Delete Azzembly Item

@ Thiz action will delete the cument Azsembly and itz items.

Do you wizh to continue?

3. Select the | button. A message box will appear confirming the
assembly will be removed from the project.

Aszzembly Setup

@ Agzembly succesziully deleted.

A button.
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8.7 Add Assembly Location

1. Select the assembly using the ﬂillll'l buttons. The Assembly Location menu

is located below the Assembly Item Setup menu.
/

Assembly ltem Setup
Azzembly Hame Code: UrA

Azsembly tems

|~=c|~=ci::~|::~||

[assEMBLY 1 / (TEST1) |EA;;H :l

|ITEI'-.-1CODE DESCRIPTICON |L|r-.-1 | DEF‘TH| FACTOR
201 0406 | REMOWE AND DISPOSE HI AN BOUMDS  EACH 0.36 136000

i 205.0100  DEAATERIMNG BASIM SF 0.ao 0.00000
il 7010315 REINFORCED COMCRETE PIPE M 170 CLASS 11/ LF 0.0 3.69000
i 01 4542 | 42 IMCH CAST IROMWATER PIPE CLASS 200 & LF 0.aa 0.00000
N 701 4305 | & INCH CAST IRONWATER PIPE CLASS 250 AZLF S.486 929000

/
[y | Delete | Qaru:ell Save V Azzembly tems Tree Copy Template...
/
/
Assembly Locations
Azsembly Locations
| DESCRIPTICMN | Q7Y "

e I [elete | ¢ag=:z=:!| SEvE I ey !:Dcatlcunsl Wiewe Stations |
B S

2. Select the ME_WI button. An empty row appears under the DESCRIPTION and

QTY columns. Epter the proper information here.

3. Select the
been added to the assembly.

=% [ button. A message box will appear confirming the location has
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Aszzembly Subltems

i)

I—
4. Select the -I button.
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8.8 Add Station to Assembly Location

1. Select the assembly using the ﬂillll'l buttons.

Assembly ltem Setup
Aszembly Hame Code: Lin:

[2ssEMBLY 2 (TEST2) | [acre j

Azzembly tems

|ITEI‘-.-1|CODE |DESCRIF‘TION |Llr-.-1 | DEF'TH| FACTOR

201 0406 REMOYE AND DISPOSE HIGHWAY BOUNDE  EACH 0.oo 0.00000

Wi 7012072 72" BCCMCP W190 TYPE A WWBENDS AND BAN LF 550 99.56000

i 819.0300 DRILL & SET COMCRETE EXPAMSION ANCHOR! EACH n.oa 0.00000

il 8240122 AASHTO M270 GRADE 36 STEEL FURMISH FAE LBS g.80 £.00000
[l | Delete |§ancel| Save I Aszembly fems Tree Copy Template. ..

Assembly Locations
A=sembly Locations

| DESCRIPTICMN | Q7Y
ASSEMBLY 2 LOCATICN 1 a.8s
ASSEMBLY 2 LOCATION 2 7388
ASSEMBLY 2 LOCATION 3 F261
ey | [ielete I Cancel I Saye I Siewy Locations | Yiewy Stations |

2. Select the location to contain the new station.

3. Select the w button. The Assembly Stations Screen will appear below
the Assembly Item Setup Screen.
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Assembly ltem Setup

Assembly Hame Code:

UnA:
[2ssEMBLY 2 (TEST2) | [acre j |¢| == ;||

Azzembly temns

|ITEr-.-1CODE |DESCRIF‘TION |Llr-.-1 | DEF'TH| FACTOR
201 0406 | REMOWE AND DISPOSE HIGHWAY BOUNDE | EACH 0.og 0.00000
7012072 72" BCCKMCP ki1 90 TYPE A WVWEBENMDS AMD BAM LF 5.0 9956000
819.0900 | DRILL & SET COMCRETE EXPARMSION ANCHOR! EACH o.od 0.00000
8240122 AASHTO M270 GRADE 36 STEEL FURMISH FAE LBS g.80 5.00000
=2 | Dielete | Zancel | Save I Aszembly fems Tree Copy Template...
Assembly Stations
Lzsembly Stations
| DESCRIPTICN | a7y "

NEM Belete | Cag:ell Saye I

Yiewy =iatons |

4. Select theHE_WI button. An empty row will appear for the new station.
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Assembly Stations
Azsembly Stationsz
| DESCRIPTICMN Q7Y
| 0.00
ey | [elete I Cagu:ell Save I ey I=|:u:atiu:|n3| Yiewy stations |

5. Enter the station description and the station’s quantity

6. Select the - | button. A message box will appear confirming the station has
been successfully added.

Aszembly Subltems

@ Agzembly Location/Station successfully added.

7. Select the l  button.
8. To add another station to the same location for the assembly, repeat steps 3-6.

9. To return to the location table, select the w button.
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NOTE: The assembly code will appear after the location/station description in the
Project Details tree view and in the DOQ Report for the assembly items as shown
below.

My Projects  Project Detail | Support |

{3 Projects

=47 123 : fake project

2010301 : CUTTING AND DISPOSING ISOLATED TREES
201 0302 - CUTTING AND DISPOSING ISOLATED TREES
2010320 : CLEARING AMD GRUBBING

201 0402 : REMOVE AND DISPOSE CONCRETE CURE
201 0404 : REMOVE AND DISPOSE REINFORCED CONCR
201 0408 : REMOVE AND DISPOSE HIGHW A BOUNDS
201 0409 : REMOVE AND DISPOSE FLEXIBLE PAVEMENT
2010411 : REMOVE AND DISPOSE CATCH BASIN AND ¢
201 0414 : REMOVE AND DISPOSE PIPE - ALL SIZES
2010415 : REMOVE AND DISPOSE GUARDRAIL AND PO
701 7745 : 15 INCH REINFORCED CONCRETE PIPE END 51
701.7748 : 48 INCH REINFORCED CONCRETE PIPE END SI
701 5001 : PPE BEDDING CLASS &

701 8002 : PIPE BEDDING CLASS B

701 5003 : PIPE BEDDING CLASS €

701 8101 : SHUT OFF AND DISCONNECT AT MAIN AND &
T01.6104 : 4 INCH GATE WALVE AND BOX

701 B106 : 6 INCH GATE WALVE AND BOX

7016108 : 8 INCH GATE WALVE AND BOX

701 51102 10 INCH GATE YALVE AND BOX

T01.6112: 12 INCH GATE ¥ALVE AND BOX

4 STATION: STATION B

701 51152 15 INCH GATE YALVE AND BOX
E-#8 LOCATION: LOCATION 1
jg STATION: STATION &

- Addenda

F-<@ 7018115 15 INCH GATE YaLYE AND BOX
=-#8 LOCATION : LOCATION 1

STATION : STATION B (12348)

g STATION : STATION & (12328)
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9. Project Team

9.1 Add User to Project Team

NOTE: To enforce the permissions correctly on the specific user’s machine, make
sure the user has been added to Quest Professional thorough the Admin Screen first.
To do this, please follow the instructions on C. How To.../Admin Screen-Add a New
User, pg. 99.

1. Click on the i} Project Team node in the project menu.

{3 Projects
=& 001D : Demonstration Project

----- Contracts
----- d Bidders

- Funding
'fﬂ, Datasetz
dig Azsemblies
----- 2 Addenda

2. Two sections appear on the right side of the screen labeled Project Team and Team
Member Permissions.

Froject Team
Meniers:
|Crlm_m D004 FLENLS COMFORATION Cramar |

Tih‘l‘l .H.H'IHI‘-P‘.G} I‘I'ITH‘I‘DI‘IB
1244 | inchoira | Bxchaiona |
TR F R | T [T = |

e | s |

3. Under the Project Team heading resides the Members table. One name has already
been added to the table. This is the person who was entered as the project owner while
creating the project.
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Project Team

e mbers:
Memiies Maima Shart Mere CONRERY Iambar Rak
Giardima | Devid D _a00d PLE¥LIE CORPORATION | Onocrer

Saue I Cielet= | _&rl::ll Uz=rz Treevisw I

4. To add more members to the project click the |

Uzers Treeview
ez button.

5. The Add/Remove Project Team Members menu appears.

. Add/Remove Project Team Memberz

Select Team Members

#1-0 A GLICHTENSTEIN & ASSOCIATES
-0 AJARLLEN

#1- RETHA BRIDGE CO.

[#1-71 Al EMGINEERS, INC.

#1-) ALBERT VER & ASSOCIATES

- Alpha Azzotiates

#1-) American Cultural Specialists, LLC
[#1-71 APMPLIED BIO-SYSTEMS, INC,

1#1-0) ARMOLD EMGIMEERING

1) BAREARA SOKOLOFF & ASSOCIATES
1) BAYSTATE ENVIRONMENTAL CONSULTA
1) BeckmanAYeramay, Lid.

#1-) BETA ENGIMEERING, IMC.

[#1-7) BETA GROUP, INC.

11 BRADFORD ASSOCIATES, IMC.

[#-7) BR¥ANT ASSOCIATES, INC,

1) CAPUTO & YWICK, LTIL

1) CAROL . JOHHSOH ASSOCIATES, INC.

1) CATALDO ASSOCIATES =

6. Click on the # sign to the left of the user’s company.
7. Click in the empty box to the left of the desired team member, placing a

checkmark in the box.

% 1| AETHA BRIDGE CO.
] “-[ Tinaro, Robert
& Al EHGIHEERS, INC.

E1-{_] AETHA BRIDGE CO.

(] ATENGINEERS, INC.

Tinara, Robert

8. Continue this procedure until all necessary members have been added. Click the

ﬂl button.

9. Click the &l button to close the Add/Remove Project Team Members
menu. Notice the additions to the Members table.

10. Click the ﬂl button.
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11. Set the Permissions.
a. Read
b. Write
c. Lock
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9.2 Remove user from Project Team

1. Click on the il Project Team node in the project menu. The Project Team Screen
will appear to the left.

=8 123456 : Demo

- Funding

----- ﬁ Project Te
il Datazets E[%
5-'3 Aszemblies
----- 2 addenda

2. Click once on the member’s name, the name becomes highlighted in blue.

Memier Mame |5h|:ﬂ Mame |Cl:ll11Fl$ll'l'&' | Memier Roke
Ciarding, David L_cood FLEHS CORPORATICN  Owwncr
M Tnaro, Robert F_To0z2 AETME ERIDGE £, Memrher
M Pabra, Liza L_A0m ALBERT WER & ASS0CIA Member
& BatLbe, Greg =_H002 BET.A EMGIMEERIUG, MG, Mermher
P ireiras, Kevin H_ooz FARE ENGIMEERIMG CORP Member
m F_s002 PLEXUS CORFORATION  Member

3. Click the |ﬁ| button. The team member has been removed from the Project
Team.

Save

4. At any time changes have been made to the table click the _= button.
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9.3 Edit Project Team Member Permissions

1. Click on Project Member’s name in the Members table. That members
Permissions will be listed below.

e

2010302 CUTTING AND DISPOSING 1S0LA
2010308 COMPLETE REMOY AL AMD DISPC
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PRINTER

10. Reports

10.1 Select Default Printer

It is important to set the printer that will be used to print the report as the default
printer. If the report is sent to a different printer other then the default printed, text
may be cut off due to a different printer’s margin settings.

1. Click on the Start Button, select Settings, and then Printers.

3 hetmcek end Did-up Cornactions:

2 rashoa st ..
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REPORTS - SELECT DEFAULT

2. Right-click with the mouse on the Printer Icon. Select from the menu Set as

Default Printer.

J File Edit ‘“iew Favorites Tools  Help

=10l x|

J $=Fack ~ = ~ | ‘Qhsearch T Folders £ #History |ﬁ P el tﬁl| 32

Canon ikR330-400 PCL on BOB
Documents: 0
Status: Ready

Model; Canon iR330-400 PCL

4D Calor Printer 111

IﬁFax

E#HP Desklet 895Cse

L @hp deskjet 960c series 5H

CHHP LaserJet 5000 Series F

i R |

@ Specifies that the selected printer is the default printer,

J.ﬁ.ddress Prinkers j QGD JLinks =
- el = & | MName ¢ | Documents
L [3] add prinker
ik @.ﬂ.crahat Distiller
Printers ¢ L Canon iR330-400 PCL on

Open

v Set as Default Prinker
Printing Preferences, ..

Pause Prinking
Cancel all Dacuments

Sharing...

Create Sharkouk
Delete

Properties
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10.2 View Reports

1. In the toolbar click on Tools and select Reports. A window will appear
displaying all possible reports.

mi Project: 001D : Demonstration Project

File Tree | Tools Admin  Help

Data Exchange t! r

Calculate Square Fookage  Chrl+F
Advertise Project Chrl+Y
Post Addendun ZhrlH-L
Project Check-InfCheck-Cut

orepors xi

Close

Batch: !AII Reports j

- [J Advertising Checklist
- ] Advertising Package
-] Assembly Detail

- ] Assembly Summary
--[]Bid Opening Summary

- ] Bidder Certification Documents

- [JBidder's Comparison Detail

- [JBidder's Comparison Summary e
- [JBidders Extensions Check

- ] Distribution of Quantities

- Jtems List (RIVIP}

--[] Potential DBE ltems

- ] Proposal kems

-] Specialiy tems

- ] Summary of Bidders Totals

= [ Engineer's Estimate

--[JEngineer’s Estimate - By FAP
--[JEngineer’s Estimate - By ltem
[JEngineer's Estimate - By Pay ¢

= [ FundingSummary
R T S ot T
4] [ »
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2. Place a checkmark in the box to the left of the report to be viewed. All possible
parameters will display on the right side of the window for the selected report.

x

Close
Batch: .
IA" fisporls j Title: |A.duertising Package |
=
O Froiect Specific Reports ||| Comments: | |

- [ Addendum Cover Letter

D Advertiging Checklist IPro|ects j Save Parameters |
Advertising Package DProjects -
IN ssembly Detail D 0010: Demonstration Project e Feports

- [ A=ssembly Summary Clear Parameters |

- ] Bid Opening Summary

- [0 Bidder Certification Documents
- [ Bidder's Comparizon Detail

D Bidder's Comparison Summary —
- [ Bidders Extensions Check

- [ Distribution of Guantities

- []ttemns List (RIVIP)

- [ Potential DBE tems

- O Proposal tems

- 0 Speciahty ttems

- [0 Summary of Bidders Totals

B [J Enginesr's Estimate
--[JEngineer's Estimate - By FAP

: -JEngineer's Estimate - By Impr:

|—| O El.'lgineer's Estimate - By temn _
3 I

3. Select from the drop down either Projects or Contracts where applicable.

4. Place a checkmark in the box to the left of the project or contract to specify what
information the report will display.

Sawve Parameters |

5. After the parameter(s) has been set for the report, select the
button

6. Select the = Fieparts | button. The Report will appear.
x|

Close
Batch: 5
I'&" Fieparts j Title: |Aduertising Package |

[ Project Specific Reports ~||| comments: | |

- [ Addendum Cover Letter -

C] Advertising Checklist [Projects =

- |¥] Advertising Package Projects -

i i . ) Wiew Reports
- [ Assembly Detail - [Pl 00E: Demonstration Project

- [ Assembly Summary Clear Parameters |

- [J Bid Opening Summany

- []Bidder Certification Documents
- []Bidder's Comparison Detail

|:| Bidder's Comparison Summary —
- []Bidders Extensions Check

- ] Distribution of Quantities

- ] ttems List (RIVIP)

- [J Potential DBE kems

- ] Proposal kems

- [ Specialty kems

- ] Summary of Bidders Totals

= [J Enginesr's Estimate

. [JEngineer’s Estimate - By FAP
i [JEngineer’s Estimate - By Impr:

|—| O Epgineer's Estimate - By hem _
3
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.Report Preview

_[&]x
Close
| % & & Fl=for 5 (|44 L ofi7 P o || A | =
Freview |
[BES A cvertising Pages: -
- [y Contract Documents
- [ByProposal Ttems

State of Rhode Island and Providence Plantations
Department of Transportation - Design Section

Notice to Contractors
Special Provisions
Proposal
Contract Agreement
Contract Bond

for the Performance of

Rhode Ishind Coniract Number: 123
Rhode Ishind Federal Aid!State- Aid Project

123, 456

Numbers:

Project: Detmonstration Project

Limis: Ranp AB-1 1o Main Street

CityTown: CRANSTON

County: PROVIDENCE
Submitted
By:
Address:

3 Name af Surety: _"Ll

To print the report, select the Printer icon & located in the upper-left side of the
screen.

To close the report, select the Close option on the menu.

9. Before viewing another report, select the _H=ar Parameters | button.
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NOTE: Some documents offer the ability to view changes made in an addendum.

ﬂ

Close
Batch: .
J i Reports | itte: [pistribution of Quantities |
I_-_| Project Specific Reports = Comments: |Projecl: 0MD: Demonstration Project |
- [0 Addendum Cover Letter -
- [ Advertising Checklist IF'r0|ects j Save Parameters I
- [] Advertising Package OProjects . |
i} : - - Wiew Reports
- [ As=embly Detail - [#]001D: Demonstration Projsct

- ] Assembly Summary Clear Parameters |

- [ Bid Opening Summary
- [ Bidder Certification Documents
- O Bidder's Comparizson Detail

- [ Bidder's Comparizon Summary — Addendum
- [ Bidders Extensions Check -
- [#] Distribution of Quantities
- [J ttems List (RIVIP}
@« AlP
- ] Potential DBE ttems o AIFEEE
- O Proposal kems i~ Changed Pages Only

- ] Specialty ltems:

- Summary of Bidders Totals

= [JEnginesr's Estimate
--[JEngineer's Estimate - By FAP
[OEngineer's Estimate - By Impr:

‘- []Engineer's Estimate - By item =
4

a. Select the addendum value from the Addendum Drop Down Box if the
project/contract is in an addendum

Addendum

[

b. Select either the option for All Pages or Changed Pages if the
project/contract is in an addendum.

% Al Pages
{~ Changed Pages Only
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11. Import

11.1 Project File

1. Select from the menu Tools, then Data Exchange, then Import Data.

File Tree | Tools Admin Help

Reports Chrl+R I
Data Exchange Comparigon  Chil+C
Projec Calculate Sguare Footage Chrl+F Ezport Data  Chl+E

EE”‘ 15 Advertize Project Chrl+4 M
3R Post Addendum [Chrl#L Backup Chil+E

[By-wormreeT Restore Cirl+]

-l Bidders DO0 to Excel Chl+D
- Funding R

by Project

2. The Data Import Screen will appear.

=

Ve Local frea
{e Metmork @ = Infternet

3. Click the

d button. The Data Import Browser will appear.
21|
Look jri j - = B2~

E PROJECT_123123_520
PROJECT_123123 531

File name: I j Open I
ﬂ Cancel |
4

Files of type: IZip Filez [*.2ip)

[~ DOpen as read-anly

4. Select the location of the .zip file the program should import. Click the

Hpen button.
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| button.

5. A message box appears. Click the

D ata Import Xl

YWarning: D ata Import will verify and update the existing database information, It will may take a several minutes. Do you

Ho |
6. Progress will be displayed along the bottom of the Data Import Screen.

F'g Importing 123123 project data - |EI|5|

Local Area
o) Metmork @ = Internet

want to continue?

| Importing CITIES data ...

&

When the file has been imported into a temporary file, a prompt will be given
with the choice to:

Data Import |

Filef=] imported succestully,
Press "es' to accept all new recordz. In this caze the databaze information will be ovenaritien,
Press 'Ma' to view and manage each zingle imported record or aroup of imported records.

Prezz 'Cancel' to make your decizion later.

Mo | Cancel |

a. Click the l: button to accept all of the project data.
i. If this project already exists on the current database, it will be
completely overwritten with the project data from the imported file.
ii. If the project does not currently exist on the local database, this is the
best option to select.
b. Click the $ button to view the project data in the comparison

screen.
1. This will allow the user to select what project data to accept and update

to the project currently in the database.
c. Click the ﬂ button to not import any data for now.
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If you clicked ﬁ, the Review Imported Data/Comparison Screen appears.

% Review Imported Data
Action

=181
Company: Leocnd
[=IEE ‘ MWILLIAM D WARNER ARCHITECTS j ’7. Record to Add ) Record to Change @ Record o Delete ‘
Company Site: [ y/|LLIAM D. WARNER ARCHITECTS PL1 =]
Eieliivi=csy ‘ 123123 j Compare Local and Imported Data
Imported D ata Project City
Projects | Datases | Field Mame: | Existing Value | New Value

9. Use the drop down menus in the upper left hand corner to select the Company and
Company Site (specific computer) that you are importing from. If you are working

on more than one project with this company, you will also need to select the Site
Project.

10. When you have selected the correct import information a menu will appear in the
Project/Dataset Tree view.
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@2 Review Imported Data
Action

Company:

=] x]
Legend
[ PARE ENGINEERING CORFP | ’70 Record to Add

() Record to Change
Company Site: | pARE ENGINEERING CORP. PC 2

@ Recodto Delete
Site Projects:

[123

Compare Local and Imported Data
Imported Data

Projects | Datasets |

a

=87 123 : sample
R aszembliss
@ coniracts
- mm Funding
L tems
g Project City
- Project Team

ol Sion Subitems

Figld Hame:

| E xisting alue | MNew Walug

The following steps are an example of a sample comparison screen.
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11.1.2 Comparison Screen

The following is a guide for navigating the comparison screen. It is assumed that the
project was already entered into Quest before importing the new information.

Importing Information: Legend:

Company: The company you are importing from Information that has been added is colored

Information that has been changed is
Information that has been deleted is Red

Company Site: The specific computer exported from
Site Projects: The project’s site code

& Review Imported Data
Action

1Bl x]

Company:

Legend
‘ WILLIAM D WARNER ARCHITECTS j ’70 Record to Add (") Record to Change @ Recordto Delete ‘

Company Site:  [ILLiaM D. WitRNER ARCHITECTS P =
Site Projects: ‘ 123123 j

Project Citp
Projects I Datasasl | Field Name I Existing % alue I MNew Value I
Q, Projects
-4 123123 : FAKE PROJECT
:.5 Aszemblies

Pr ity

; g Project Team

A Sign Subitems

Compare Local and Imported D ata
Impoited Data

. The comparison of local and imported
Projects/Datasets

: data/information will be displayed here.
Tree view
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1. To view the changes made to assemblies, click on the “8 Assemblies jcon,

=B ¥ --cmblies
%g ASEEMBLY 1 (321B4) Explanation:
- L02.0105 . . .
s e Two assemblies appear. The one highlighted
N Lo4.0514 in green, ASSEMBLY 2, is an assembly new
s s to the project on the local machine importing.
- L09.0106 Everything that is new appears in green.
----- No changes were made to the first assembly
B it does not appear highlighted.

2. Click once on ASSEMBLY 2, a comparison explanation appears to the right of the
Dataset Tree view. This message reiterates the assembly is new.

Field M ame | Ewizting "alue | MHew Yalue |
ASSEMBLY 2 [ER4DC]
B

ADDEHDUM 1]

DELETEDFLAG Falze

3. Click once on any item the item comparison will appear.

Field M ame | Exizting "Yalue | Mew W alue |
ITEMCODE T20.2016

DESCRIPTION B IMCH EFPO=Y RESIN PAVEME. ..
UM LF

DEFTH ]

FACTOR 1]

DEFAULTPAYCODE

ADDEMDUM ]

DELETEDFLAG Falze
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4. To view the entire assembly item’s information click-once on each item. If the item
has a location it will appear. Click-once on the location and the station(s) will appear.

Explanation:

All the items in Assembly 2 have a location,
LOCATION 2, and two stations, STATIONS
A & B.

The Locations and Stations are all in green
because they were added.

5. After approving all of the assembly information and prepare to accept changes, there
are two options.

A: Accept the assembly as a whole, by clicking-once on ASSEMBLY 2 and then
selecting Action and then Accept Assembly in the toolbar.

El %2 Review Imported Data
Action
Acocept dzzembly  Chl+d,
E xit Chrl+Q
b - L L™ I_I"IL:I”

Site Projects: 123

B: Accept assembly items one at a time by clicking-once on any specific item
(such as T20.2016 in this example) Action and then Accept Changes in the
toolbar.

¢z Review Imported Data

. Action

Accept Changes Chl+M E
IM
E it Chrl+0

T TTE LI'IL:IIN
Site Projects: 123

6. After accepting any change the following message appears.
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Update Existing Data ]

“Wwiould pou like to update the existing records and all dependant data [which includes Aszemblies when accepting
Itemnz]?

. The following update appears.

Update Record |

& Record waz updated succesfully,

8. Click .

9. When the assembly items have been approved they will no longer appear in the
Dataset Tree view.

Ef-g Azzemblies

O~ ASSEMBLY 1 (32184)
e LOZ2.0M05

LO3.0201

LOg.051 4

LOG.0201

LOg.0110

#-  LO9.0106
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1. To view the changes made to project items, click once on the @ tems jcon,

EIC[) tems

----- 201.0301
----- 201.0304
w Explanation:

D 21012:3232 Item 201.0406 appears in red because it has

- 3040100 been deleted.
----- 401.0100 . )
..... L0201 05 Item 212.2000 appears in yellow because it
..... LO3 0204 has been altered.
----- L04.0514
..... L 0B 020 Items T20.2016-T20.2024 appear in green
----- LO3.0110 because they are new.
----- L09.0106
""" The items that are not shaded have not been
""" added, altered, or deleted.

2. Click once on item 201.0406 in the tree view to display its comparison description on

the right.

Field Mame | E xizting Y alue | Mew Yalue |
ITEMCODE 2010408 2010408

DESCRIPTION REMOVE AMD DISPOSE HIGH... RBEMOYE AMD DISPOSE HIGH. ..
aTy s} 7a

DATASETPRICE A A

ADJUSTEDUMNITPRICE A0 A0

UM EACH EACH

ADDENDUM 1] 1]

JUSTIFICATION

SPECIALTYITEM Falze Falze

DBE Falze Falze

WESID 1] 1]

JOBSPECIFICITEM Falze Falze

DEFAULTPAYCODE

REFITEMTYPEID 2 2

Falze True

LOWESTACCEPTBID 1] 1]

ONLYACCEFTBID 1] 1]
WRITTEMOHNLYACCEPTEID

Explanation: Note the Field Name column DELETEDFLAG is the only item in yellow.

When the value of a DELETEDFLAG is true, the item has been deleted.
Compare the Existing and New Value columns. DELETEDFLAG has
been changed from False to True.
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3. Click the plus sign to the left of the item’s location, LOCATION B, STATIONS A &
B DROP DOWN. All objects are in red signifying the entire item has been deleted.

4. Click on item 212.2000 in the tree view to display its comparison description on the
right.

Field M ame I Exizting "alue I Mew W alue I
ITEMCODE 2122000 2122000
DESCRIFPTION CLEAMING AMD MAINTEMAMC...  CLEAMING AMD MAINTEMAML. ..
aTy 5 5
DATASETPRICE 332323 332323
a0 45
UM L5 L5
ADDENDUM ] ]
JUSTIFICATION
SPECIALTYITEM Falze Falze
DEBE Falze Falze
WEBSID ] ]
JOBSPECIFICITEM Falze Falze
DEFAULTPAYCODE
REFITEMTYPEID 2 2
DELETEDFLAG Falze Falze
LOWESTACCEPTEID ] ]
ONLYACCEFTEID ] ]
WRITTEMONLYACCEPTEID

Explanation: Note the Field Name column ADJUSTEDUNITPRICE appears in yellow,
signifying it has been changed. Compare its Existing and New Values.
The price was changed from 50 to 45.

5. Click the plus sign to the left of the item’s location, LOCATION A, it’s station,
STATION 2, appears. All objects are in yellow signifying the change in adjusted unit
price.

E| 2122000
- E- LOCATION &
- STATION 2
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1. Click on item T20.2016 the comparison description appears.

Field M ame | Ewizting Yalue | Mew Yalue |
T20.2008
G IMCH EPO:Y RESIN PAYEME...
25
1]
1]
LF
1]

Falze
Falze
]

Falze

2
Falze
1]
1]

Explanation: Note the Field Name column is all green and the Existing Value column is
empty. This signifies that this item has been added. All of the items that
are green will have identical comparison descriptions.

After approving all item information and prepared to accept changes, there are two
options.

A: Accept all of the items as a whole, by clicking-once on the & tems jcon and then
selecting Action and then Accept All in the toolbar.

@2 Heview Imported Data
Action

Accept Al Chrl+d

E xit Chrl+03
Company Site: | papE EN

Site Projects: 123

B: Accept items one at a time by clicking-once on any specific item and then
selecting Action and then Accept Changes in the toolbar.

&2 Review Imported Data

Action
hccept Changes Chril+h m
Exit Cirl+0
T T I_I"LrllN

Site Projects: 123
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6. After accepting any change the following message appears.

Update Existing Data B

“Whould vou like ta update the existing records and all dependant data [(which includes Assemblies when accepting
Itemz]?

. The following update appears.
Updote Record |

& Record was updated succesfully.

7. Click L

8. Click L

The same procedure can be followed for every icon in the Dataset Tree view. For a better
understanding consult the Rules for Comparison.
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11.2 Datasets

1. In the toolbar click on Tools, Data Exchange, and Import.

window will appear.

T

File Tree | Tools Admin  Help

——  Reports ChrlR I
Data Exchange Comparison ChrlHC
Calculate Square Footage  Ckrl+F Export Daka Chrl+E

Post Addendum ChrlH Backup Chrl+B

Project Check-InCheck-Cut Restore Chrl]
Gek Master Data CtrHG
|Jpdate Master ChrlHM
D7) ko Excel ChrlC
Extract Bids Far Posting

The Data Import

!

Lacal Area
[ Netmork @ ! Internet

2. Click the L™ button. The Data Import browser will appear.

2| x|
Laak in: I 5 Quest Professional j = EF '
|__Peter's OB
D Reparts
File name: I j Open I
Filez of type: IZip Filez [*.zip] j

[~ Open a3 read-only

Cancel |
A
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10. Use the browser to locate the where the Dataset file is. The file will look
something similar to: DATASETS 533.

= « BB

w DF\TP.SETS_S%

File name: ID.t'-\T.i‘n.SETS_533 j Open I
Files of type: |Zip Files [*.2ip) =l Cancel |

4

[ Open as read-only

11. Click on the Dataset file and click the button. A message will appear.

Data Impork 5'

‘\Warning: Data Import will verifyv and update the existing database information. It will may take a several minutes, Do
wau wank fo continue?

12. Click the button. The Create Dataset Name window will appear.

Create Dataset Name |
Please insert a new name for imported datazet:

Cancel
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13. Enter in a name for the Dataset and click the button. The importing will
initiate, when finished a message will appear.

Create Dataset Name il
Pleaze inzert a new name for imported dataset:

Cancel

|DEMEINSTFE.-“-‘-.TII:IN

l

i Data Import x|

J File(=) imported succesfully.

14. Click the l: ok | button.
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11.3 Support Data

1. In the toolbar click on Tools, Data Exchange, and Import.

window will appear.

T

File Tree | Tools Admin  Help

——  Reports ChrlR I
Data Exchange Comparison ChrlHC
Calculate Square Footage  Ckrl+F Export Daka Chrl+E

Post Addendum ChrlH Backup Chrl+B

Project Check-InCheck-Cut Restore Chrl]
Gek Master Data CtrHG
|Jpdate Master ChrlHM
D7) ko Excel ChrlC
Extract Bids Far Posting

The Data Import

!

Lacal Area
[ Netmork @ ! Internet

2. Click the L™ button. The Data Import browser will appear.

2| x|
Laak in: I 5 Quest Professional j = EF '
|__Peter's OB
D Reparts
File name: I j Open I
Filez of type: IZip Filez [*.zip] j

[~ Open a3 read-only

Cancel |
A
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3. Use the browser to locate the where the Support Data file is. The file will look
something similar to: SUPPORT DATA 533.

- & ® e E-

@ SUPPORT DATF\_SSSQ

File narne: ISLIF'F'DFET DATA 533 j Open I
Files of ype: IZip Files [*.zip)] j Cancel |

&

4. Click on the Support Data file and click the |ﬂ| button. The importing
will initiate.

[~ DOpen as read-only

Data Import x|

‘\Warning: Data Import will verify and update the existing database information, It will may take a several minutes, Do
wou wankt ko continue?

5. Click the button. The importing will initiate, when finished a message
will appear.

i+ Ddata Import il

J File(=) imported succesfully.

6. Click the l: o | button.
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11.4 Sites File

1. In the toolbar click on Tools, Data Exchange, and Import.

window will appear.

T

File Tree | Tools Admin  Help

——  Reports ChrlR I
Data Exchange Comparison ChrlHC
Calculate Square Footage  Ckrl+F Export Daka Chrl+E

Post Addendum ChrlH Backup Chrl+B

Project Check-InCheck-Cut Restore Chrl]
Gek Master Data CtrHG
|Jpdate Master ChrlHM
D7) ko Excel ChrlC
Extract Bids Far Posting

The Data Import

!

Lacal Area
[ Netmork @ ! Internet

2. Click the L™ button. The Data Import browser will appear.

2| x|
Laak in: I 5 Quest Professional j = EF '
|__Peter's OB
D Reparts
File name: I j Open I
Filez of type: IZip Filez [*.zip] j

[~ Open a3 read-only

Cancel |
A
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3. Use the browser to locate the where the Sites Info file is. The file will look

something similar to: SITES 189.

x| e®EcEE-

Filez af type: IZip Files [*.zip)
[~ DOpen as read-only

File name: fsiTES_189 | Open |
j Cancel |

&

4. Click on the Sites Info file and click the button. The importing will

initiate.

Data Import

>

@ ‘arning: Data Impork will verify and update the existing database information. Ik will may kake a several minutes, Do

wou wankt ko continue?

Yes Mo |

5. Click the button. The importing will initiate, when finished a message

will appear.

i Data Import il

J File(=) imported succesfully.

6. Click the l: o button.
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12. Export

12.1 Project File without Bid Information

1. In the toolbar click on Tools, Data Exchange, and then Export Data. The Data
Export Screen will display.

File Tree | Tools Admin Help

Reports Chrl+R I
Data Exchange Camparisor Chrl+iC
Calculake Square Footage  Ctrl+F M
Advertise Project Chrl+y Import Data Chrl+I
Post Addendun Crrl+1 Backup Ctrl+B
Project Check-In/Check-Cut Restore k43
Gek Master Data Chrl+5
Update Master kM
D03 ko Excel Chrl+0
l Extract Bids For Fosting
== Data Export =10l =]
T - T
~ Select Data Type
= Datazets ™ Quest Lite File
f* Projects w/o Bid Info ™ Support Data

{° Frojects with Bid Infa

Select Data Files To Export
® 00142 TRAMSFER SaLT STORAGE FACILITIES

Select Folder

IE'CZ

Select Location To Export

| =]

Select Company Site

L

Export Cloze |
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Click on the Project w/o bid info option at the top of the Data Export Screen.
Click on the box to the left of the project to be exported so that it is now checked.
Select the drive and path for the program to save the exported project file.

Click the _ Ewot | button.

When the exporting of the project file is complete, a message box will appear.

Click the =%

S kN

button.
Data Export : 5!

& File(s) exported succesfully.

. Close
Click the —I button on the Data Export Screen.

8. The exported Project file will be saved in the format of PROJECT 0014Z 189.zip
with 0014Z being the PTS Code for the project and 189 a program generated code
identifying the machine that created the exported file.

~
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12.2 Export a Quest Lite File

1. Select from the menu Tools, then Data Exchange, then Export Data. The Export
Data Screen will appear.

File Tree | Tools &dmin  Help

Reports Chrl+R I

Data Exchange Comparison Chrl+C
Calculake Square Footage  Chrl+F M
Advertise Project ChrlHY Import Data Ckrl+I
Post Addendurn kel Backup Ckrl+B
Project Check-InfCheck-Out Restore Chrl+1
Gek Master Data Ctrl+G
|Update Masker Zhrl+r
Do) ko Excel k40
l Extract Bids for Pasting

- Local Area
MHebwork

- Select Data Type
" Datasets + Cluest Lite File
" Projects wio Bid Infa " Suppaort Data
(" Projects with Bid [nfa

Selecl Data Files To Export

Select Folder

Igc: j =

Select Location To Export

| =

Select Company Site
| |

Export Cloze |

| Done. o

Click on the option for Quest Lite File ®
Click the box to the left of the contract to be exported so that it is now checked.
Select the drive and path for the program to export and save the Quest Lite File.

Click the &' button.

A
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6. Once the exporting has completed, a message box will appear stating the file has

exported successfully. Click the oK button.

7. Click the &l button on the Data Export Screen.

8. The file will be saved in a format similar to CONTRACT 2002-PL-099 ADD-
5 189.zip where 2002-PL-099 is the RIC Number, the ADD-5 is the addendum
number for the contract, and 189 is a program generated code identifying the
machine the file was exported from.
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12.3 Datasets

1. In the toolbar click on Tools, Data Exchange, and Export. The Data Export
window will appear.

File Tree | Tools Admin  Help

Reporks Chrl+R I
g Compatison ChrlHC
Calculate Square Footage  Chrl+F M
Advertise Project ChrlY Import Data Chrl+I
Post Addendurn Chrl+HL Backup Ctrl+B
Project Check-InjCheck-Cut Restore Chrl+]
etk Master Data Chrl+ia
Update Master Chrl4HM
DOQ ko Excel ChrlH0
Extrach Bids For Pasting

l

=10l x|
nn'n o Local Area
iy o Hetwork @ = Intermnet
—Select Data Type
" Datasets % Quest Lite File
" Projects w/o Bid Info ™ Sites Info
" Projects with Bid Info " Support Data

Select Data Files To Export

[l 123 Demonstration Contract

Select Folder

[Sc =

SN
{3 Program Files
& [uest Profession

El
[ Peters DB hd|

Select Location To Expart

| 4

Select Company Site
| =

Cloze |
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2. Inthe Select Data Type section click in the circle to the left of Datasets, placing a
dot in the circle.

Select Data Type

i Dataset& = Quest Lite File
fq%jmiects w0 Bid Info " Sites Info
" Projects with Bid Info " Support Data

3. In the Select Data Files To Export section select the Dataset to be export by
clinking in the square to the left of the dataset placing a checkmark in the square.

Select Data Files To Export

4. In the Select Folder section select where the file should be exported to by
clicking the = button to select the drive and folder.

Select Folder

5. Click the &l button. The exporting will initiate, when finished a
message will appear stating the file(s) exported successfully.

i Data Export |

J File(=) exported succesfully.

6. Click the button.
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12.4 Export Sites

1. In the toolbar click on Tools, Data Exchange, and Export. The Data Export
window will appear.

Filz  Tree | Tools Admin  Help

Reports ChrlHR I
Data Exchange Compatison Chrl4C
Calculate Square Footage  Chrl+F M
Advertize Project Chrly Import Data Chrl+1
Post addendurmn Chrl+H Backup Chrl+B
Project Check-InjCheck-Cut Restore Chrl+1]
Gek Master Data Chrl+G
Update Master Chrl4HM
Do ko Excel Chrl+D
Extract Bids Fior Fasting

ta Export - 10 x|
Local &rea
: i Ntk @ " Intermet
—5Select Data Type
£ Dataszets {* Cuest Lite File
" Projects w/o Bid Info " Sites Info
" Projects with Bid Infa " Support Data

Select Data Files To Export

(W] 123: Demonstration Contract

Select Folder

| S =T
=) Pragram Files
& uest Prof

[_:l Peter's DB j

Select Location To Export

| ||

Select Company Site

| ||
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2. Inthe Select Data Type section click in the circle to the left of Sites Info, placing
a dot in the circle.

Select Data Type

" Datazets - Cluest Lite File
" Projects wa Bid Infa @ iSites Info
" Projects with Bid Infa (%Suppu:urt [rata

3. In the Select Folder section select where the file should be exported to by
clicking the = button to select the drive and folder.

Select Folder

4. Click the &l button. The exporting will initiate, when finished a
message will appear stating the file(s) exported successfully.

i Data Export x|

J Filel=) exported succestully.

5. Click the button.
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12.5 Support Data

1. In the toolbar click on Tools, Data Exchange, and Export. The Data Export
window will appear.

Filz  Tree | Tools Admin  Help

Reports ChrlHR I
g Compatison ChrlHC
Calculate Square Footage  Chrl+F M
Advertize Project Chrly Import Data Chrl+1
Post addendurmn Chrl+H Backup Chrl+B
Project Check-InjCheck-Cut Restore Chrl+1]
Gek Master Data Chrl+G
Update Master Chrl4HM
Do ko Excel Chrl+D
Extract Bids Fior Fasting

l

i
= = Local Area
i“ i Ntk @ " Intermet
—5Select Data Type
£ Dataszets {* Cuest Lite File
" Projects w/o Bid Info " Sites Info
" Projects with Bid Infa " Support Data

Select Data Files To Export

23 Demonstration Contract

Select Folder

|r;lc; = |2
=) Pragram Files
& Quest Professi

gl=1
[_:l Peter's DB j

Select Location To Export

| ||

Select Company Site

| ||
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2. Inthe Select Data Type section click in the circle to the left of Support Data,
placing a dot in the circle.

Select Data Type

" Datazets " Cuest Lite File
" Projects wa Bid Infa " Sitez Info
" Projects with Bid Infa ‘Support Dat

3. In the Select Folder section select where the file should be exported to by
clicking the = button to select the drive and folder.

Select Folder

4. Click the &l button. The exporting will initiate, when finished a
message will appear stating the file(s) exported successfully.

i Data Export x|

J Filel=) exported succestully.

5. Click the button.
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13. Backup

1. In the toolbar click Tools, Data Exchange, and then Backup.

e Quest 2001

File Tree | Tools Admin Help
|

emeErE | REPOES R |
i FLoett Data Exchange Comparison Chrl+C
'a Projec  Calculate Square Footage Chrl+F Export Data Ckrl+E
Lﬂ!ﬁ? 0 pAdvertise Project CErl4Y Import Daka CErl+I
Lﬂ!ﬁ? 00 st sddendum iZhr{ 41 W|
-8 TESTTTesTprojet Restore Ctrl+3
3% tems Get Master Data Chrl+G

-[& contracts
o Bidders

Lo Foncine

pdate Maskter  Chrl+M
Do) ko Excel ChrliD

2. Select the project to be backed up, by clicking the mouse pointer in the checkbox
to the left of the project’s PTS Code and Name.

i = Backup Project Data =10l x|

Select Project

[ 007Q: IMPROVEMERNTS TO INTERSTATE ROUTE
PAETEST: test project
IZI1IZII3: IMPROVERMERNTS TO INTERSTATE ROUTE

Select Folder

= | &30 “
I J =3 Projects j
o |
hd

Backup Cloze
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3. Select the path to save the backup file for the project

4. Click the ﬂl button. When the backup has completed, a confirmation
message box will appear.

Project Data Backup 1 x|

& Backup completed succesfully,

5. Click the — % button.
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13. Restore

1. Select Tools, then Data Exchange, then Restore.

i Quest 2001

File Tree | Tools Admin Help
|

oo .  Reporks Chel+R ]
i FEE) Data Exchange Comparison Chrl+C
'a Projec  Calculate Square Footage Chrl+F Export Data Ckrl+E
-8 00 Advertise Project el Import Daka CErl+I
-8 00 st addendum kel Backup Chrl+E

= & Tesresrymen BT
2B tems Get Master Datdh Chrl+G

Lanlarts Update Masker  Chrl+M

| d Bidders DO toExcel  Chrl+0
Lo Frndinn
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3. Select the project backup file that is to be restored to the program. The file will
look similar to PROJECT BACKUP TEST 163.ZIP. TEST is the project name
and 163 is a program generated code.

Laok in: IEEDEIE j o IfF *

- |:I Feporks
@ @PROJECT BACKUP TEST_163.zip

Hiztan

14

File name; I j Open I
Files of tupe: IZip Files [*.zip) j Cancel |

v

[ DOpen as read-only

4. Click the Open Button. A window will appear to confirm the project’s backup file

should be restored; causing any changes made after the backup file was created to
be removed from the project.

Restore Project Data - El

@ Warning: Restoring process will clean up the existing project dependant data and will

wirite the new daka from backup file. It will may take a several minukes, Do you want ba
conkinue?

5. Click the button. After the project has completed restoring, a message
window will appear stating the project has been restored successfully.

Restore Projeckt Data x|

& Data restared succesfully,
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6. Click the — | button.
7. Click the &l button on the Restore Screen.
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14. Advertise

14.1 Standalone Application

1. Select the project to be advertised by clicking once on the Project Node in the My
Projects Tab.

File Tree Tools Admin Help

My Projects |ije.:1 Detail | Support |

Projects

E? o010 : I]emunsf&atiun Project

2. Select from the Tools menu, the Advertise Project Option.

File Tree | Tools Admin  Help

Reports Ckrl+R
Data Exchange »
Calculate Square Footage Chrl4+F

Advertise Project Chel+Y
Post Addendumm k Zhrl#-U

3. A message box will appear confirming the selected project is to be advertised.

Advertise project : 001D : Demonstration Projeck 5[

& You are now about ko Advertise Project

0010 : Demonstration Project

Please make sure that you have updated the Master database before
performing this function, Any changes made after updating the
Master database will be overwritten as a result of this pracess!

To proceed select OF, otherwise select Cancel ko exit.

Ok I Cancel |

4. Select the Button to continue. Select the ez button to

Cancel.
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5. The Advertising Wizard will appear. This will proceed through a verification
process to confirm the contract is ready to be advertised.

Advertising Wizard x|

—Set Advertizing Data

\/ Checking tems and Sub fems for Errars
\/ Freezing all tems and Sub tems
“iewy Distribution of Quantities Report

Updating Project Informstion

Cancel

6. If at anytime a message appears stating that something is missing, the advertising
process will be automatically cancelled.

7. Once the verification process is complete, a message will ask if the Distribution of
Quantities should be opened.

Distribution of Quantities x|

@ Wauld wau like ba view the current Distribukion of Quantities report?

Yes Mo |

8. If No is selected, the Distribution of Quantities will not appear.
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9. If Yes is selected, the Distribution of Quantities will appear. The Advertising
Process will not complete until the Distribution of Quantities Report is closed.

I
Close
]x%@gﬁmﬂz - H|41 1 of2 >>I-HM | .
Preven | . To close out
4 of the DOQ
Index: 1 Table of Contents - Distribution of Report Cllck
Quantities .
Prn]ect;lVl:zaflnecn;‘t]lraa:)t‘ns];:at:lolnz:rnject thlS X'
FAP Nos: 111
Itemfode Description Page
Z01.0302 CUTTING AND DISPOSING ISOLATEDTREES AND STUMPS (24'' OB PLUS) 1
N LKV _ﬂd

10. A message will appear confirming the contract is to be advertised.

Advertising Process ]

WARMIMNG! - By choosing to complete the Advertising Process waou will lock all
Project infarmation, Project information cannaok be changed without resulting in
an Addendum to the Project!

Choose Yes ko complete the Advertising Process, choose Mo ko exit the wizard,

Yes Mo

11. Click the button.
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12. Once the Advertising Process is complete, a message will appear stating the
contract has been advertised successfully.

m Advertising Process Completed x|

Finished !

Project 0010 : Demonstration
Project has been successtully
advertized.

Exit

13. Click the L' button.
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14.2 Network Application

Before a project can be advertised under a Network Application, the project must first be
updated to the master database to ensure the latest changes on the local machine are on
the master database.

1.

2.

3.

Select the project to be advertised by clicking once on the Project Node in the My
Projects Tab.

File Tree Toaols Admin Help

My Frojects | Project Detail | Support |

Projects

E? oD : I]emunsf&atiun Project

Select from the Tools menu, the Advertise Project Option.

File Tree | Tools Admin  Help

—  Repotts Ckrl+R
Data Exchange »
Calculate Square Footage Chrl4+F

Advertise Project
Post Sddendun k ChrlH-U

A message box will appear confirming the selected project is to be advertised.

Advertise project : 001D : Demonstration Projec 5[

& You are now about ko Advertise Project

0010 : Demonstration Project

Please make sure that you have updated the Master database before
performing this function, Any changes made after updating the
Master database will be overwritten as a result of this pracess!

To proceed select OF, otherwise select Cancel ko exit.

Ok I Cancel |

4. Select the Button to continue. Select the Cancel button to cancel.

5.

If selected OK, the Advertising Wizard will appear. This will proceed through a
verification process to confirm the contract is ready to be advertised.
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Advertising Wizard x|

—Set Advertizing Data

\/ Checking tems and Sub fems for Errars
\/ Freezing all tems and Sub tems
“iewy Distribution of Quantities Report

Updating Project Informstion

Cancel |

NOTE: If at anytime a message appears stating that something is missing; the
advertising process will be automatically cancelled.

9. Once the verification process is complete, a message will ask if the Distribution of
Quantities should be opened.

Distribution of Quantities x|

@ Wauld wau like ba view the current Distribukion of Quantities report?

Yes Mo |

10. If No is selected; the Distribution of Quantities will not appear.
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11. If Yes is selected; the Distribution of Quantities will appear. The Advertising
Process will not complete until the Distribution of Quantities Report is closed.

wi. Report Preview

Close

Prreview I

BE:ETable istribul
[ %2, Distribution of Quantities

| % & & # =i =] || 0 ] 1z

oM o= ||

=181

Index: 1 Table of Contents - Distribution of
Quantities
Project Name - Demonstration Project
R.I. Contract No. - 123
EAP Nos: 111
TtemCode

Description

Z01.0302 CUTTING AND DISPUSING ISOLATEDTREES AND STUMPS (24'' OR PLUS)

N I—| Eilain

e =

12. A message will appear confirming the contract is to be advertised.

Advertising Process

Q

x|

WARMING! - By choosing to complete the Advertising Process wou will lock, all

Project inFormation. Project information cannot be changed withaut resulking in
an Addendum to the Project!

Choose Yes ko complete the Advertising Process, choose Mo ko exit the wizard.

es [(a}

13. Click the button.

"

To close out
of the DOQ
Report click
this X.
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14. Once the Advertising Process is complete, a message will appear stating the
contract has been advertised successfully.

m Advertising Process Completed x|

Finished !

Project 0010 : Demonstration
Project has been successtully
advertized.

Exit

15. Click___="
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15. Addendum

15.1 Set an Addendum
15.1.1 Standalone Application

1. Click on the plus sign to the left of the project you wish to set an addendum to.
The project menu will drop down.

a Projects
o @& 001D : Demonstration Project

’

=& 0010 : Demonstration Project

----- Caontracts
----- d Bidders
- Funding

----- ﬁ Project Team
gﬂ, Datasets
d’g Aszzemblies

_____ Y
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2. Click on the Addenda node in the project menu. The Addenda screen will appear
to the right of the tree view.

Addenda
Adlclenclum: I— Date Created: I— Date Posted: I—
Motes: [ Addtional Documents Attached
=
=
~Addendum Attachments
=]
hd|
Al Categories | Al | Ediit | [relete |
SEVE Set Addendum | Rollback: | ﬂ = =]z
. et Addencum ‘ .
3. Click on the button at the bottom of the screen. The following

message will appear.

== Change Addendum x|

Warning: Setting the Addendum affects what
modifications can be made to this Project.

To zet the Addendum from 010 1.

Select Continue to proceed, Cancel to exit.

Cartinue |
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4. Click the wl button. The following message will appear.

Creation of Addendunn 1 x|
This action will create Addendurm 1.
Al changes made to this Project will be tracked.
Select OF to create the Addendum or Cancel bo exit.

(0] | Cancel I

5. Click the Ll button. The project is now in Addendum 1 as noted in the
Addenda screen.

Addenda \

Accdendum: I 1 Date Created: I 0892002 Date Posted: I
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15.1.2 Network Application

1. Click on the plus sign to the left of the project you wish to set an addendum to. The
project menu will drop down.

9 Projects

%&? 001D : Demonstration Project

v

=& 0010 : Demonstration Project

- Funding

----- ﬁ Project Team
il Datasetz
d’g Aszemblies

_____ i
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2. Click on the Addenda node in the project menu. The Addenda screen will appear
to the right of the tree view.

Addenda
Adlclenclum: I— Date Created: I— Date Posted: I—
Motes: [ Addtional Documents Attached
=
=
~Addendum Attachments
=]
hd|
Al Categories | Al | Ediit | [relete |
SEVE Set Addendum | Rollback: | ﬂ = =]z
. et Addencum ‘ .
3. Click on the button at the bottom of the screen. The following

message will appear.

== Change Addendum x|

Warning: Setting the Addendum affects what
modifications can be made to this Project.

To zet the Addendum from 010 1.

Select Continue to proceed, Cancel to exit.

Cartinue |
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4. Click the wl button. The following message will appear.

Creation of Addendunn 1 x|
This action will create Addendurm 1.
Al changes made to this Project will be tracked.
Select OF to create the Addendum or Cancel bo exit.

(0] | Cancel I

5. Click the Ll button. The project is now in Addendum 1 as noted in the
Addenda screen.

Addenda \

Accdendum: I 1 Date Created: I 0892002 Date Posted: I
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15.2 Enter Addendum Information

NOTE: After advertising a project or posting an Addendum all project items will
become locked. The project team read/write permissions will need to be
reset to allow any addendum changes to the project item information.

All information entered on the screen will be displayed on the Addendum
Cover Letter Report.

Please review the rules pertaining to an addendum before proceeding.

15.2.1 Access the Addenda Screen

1. On the My Projects tab, click on the plus sign to the left of the project you wish to

set an addendum to. The project menu will drop down.

'a Projects
w87 0010 : Demonstration Project

'

= 0010 : Demongtration Project

----- Cortracts
----- d Bidders
- Funding

----- ;i Project Team
il Datasets
533 Azzemblies

_____ da
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2. Click on the Addenda node in the project menu. The Addenda screen will
appear to the right of the tree view.

Addenda

Addendum:l 1 DateCreated:l 10031 2002

Diate Posted: I

[~ Addtionsl Documents Attached

Add Categaries

Mates:
=
=
—Addendum Attachments
Addendum Attachments
L |
=
hd

Al

| Edlit

| [elete |

Save Set Agdenduml Follbach |

AN
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15.2.2 Add a Category

There are two ways of entering a category.

A. Default Category Groups menu

1. Click on the o8 o) LELELRITES |button. The Add Categories screen will
appear.
x

Addendum Categories

Addendum Category Group:
Addendumn Categories < | I

Lo

Adcdendum Category Subgraup:

Lo

Acld Mew Category

Addd Mewy Sub-Category

Remove Categary:

Cancel

Cloze

2. To select a default Addendum Category click on the | button to the right of the
Addendum Category Group text field.

X

Addendum Category Groug:

Clarification

DrawingzPlans - Changel/addition
Contract Document=

Distribution of Quantities

Contract Dates

Cther tem Changes

Cther Contract Changes
Cancellation ~

3. Use the scroll bar on the side to view all possible categories.
4. To select a category click once on the category name. The category will now
appear in the Addendum Category Group text box.

Addendum Categary Groug:

‘Clarification
DrawingziPlans - ChangelAdditio
Contract Documents

Distribuwtion of Quantities
Contract Dates

Cther tem Changes

Cther Contract Changes
Cancellation ~

Addendum Category Group:
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5. Click on the il button to the left of the Addendum Category Group text field.
The category will now appear in the Addendum Categories text field.

=i idd Categories

x|

Addendum Categories

Addendum Category Grougp:

Addendum Categories

'<L ! FClarification
Addendum Category Subgroug:

=l

Acd Mew Category

Acd Mewy Sub-Category

Eemoyve Category

Cancel

Cloze

NOTE: If you would like to add another Category, repeat steps 2-4.

6. When completed adding the Category(s) to the Addenda Screen, click the

tlose button. The Category(s) will now display on the
Addenda Screen.
Addenda
Addendum:l 1 Diate Created: I 10431 2002 Crate Posted: I
hotes: [~ Addtionsl Documents Attached
=
[~
—Addendum Attachments
Addendum Attachments A. Clarification
B o :EI"I;II—I
|
=

Add Categories

A | Edit | Delete |

Save Set Agdenduml Rollback |

|l
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15.2.3 Add a Customized Category

1. Click on the Adl Categories |butt0n. The Add Categories window
appears.

=i Add Categories x|

Addendum Categories

Addendum Categary Group:
Addendum Categories
: <
[= Clarification J I
‘8.3 Page Addendum Categary Subgraup:

! [

Lo

-

Al Meve Category

A Mew Sub-Category

Eemove Categart

Cance|

Cloze

2. Click the Add hew Categary | button. A New Category text field appears in
the Addendum Categories menu.

=i Add Categories x|

Addendum Categories

Addendum Categary Group:
Addendum Categories < I I

Bl Clarification
i A7 Page Addencum Category Subgroup:

=l -

Lolel Mewy Categarsy: [ |

Lo

-

Lo

Addd Mews Sub-Categary:

Eemove Categart

Cancel

Cloze
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3. Types in the name of the new Category with the keyboard, when finished press
the Enter key on your keyboard. The new Category has been added.

= Add Categories |

Addendum Categories

Adddendum Category Group:

‘Addendum Categories
i Procedure Changes

(= Clarification

Lo b2 Page

=l -

Addendum Categary Subgroug:

Rl -

Aclel Meve Categary

Lo

L]

Acldd Mewy Sub-Categary

Eemove Categary:

Cance

Close

NOTE: If you want to add any more customized Categories, repeat steps 1-3.

4. Click the Sl

| button.
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15.2.4 Delete a Category
There are two ways to delete a Category.
15.2.4.1 The Addenda Screen

1. Inthe Addenda Screen, click on the Category you wish to delete.

Addenda
Acddencum: I 1 Drate Creste: I 1045 2002 Date Posted: I
Motes: [T Additional Documents Attached
=
=

—Addendum Attachments

Addendum Attachments C. Cancellation
[E1- A, Clarification

[Z1-B. Drawvingz/Plans - Chanoe i doitic ;I
E|1 . SHEET MO 13 - GEMERAL PL
@ SHEET MO 13 - GENERAL
~2. SHEET MG, 12 - GEMERAL PL
-ellstion

< | H [

Add Categories | Acled | Edlit | Delete |

save | ot agdenoum | moecr | ﬂ j >|>||

2. Click the ﬂl button. The following message appears.

Delete Addenda Category |

@ Do wou want to delete this Ikem and its related Sub-Ttems?

Yes Mo |

3. Click the button.
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15.2.4.2 The Add Categories Screen

1. On the Addenda Screen, click on the Add Categaries |button. The Add
Categories window appears.

=i Aidd Categories |

Addendum Categories

Adclendum Category Group:
Addend Cat i |
\ddendum egories < I

= Clarification
a2 Page Addendum Category Sukbdrougp:

L«

DrawingsPlans - Changes&ddition

L«

Add Mewy Categary

Addd Mewy Sub-Category

Cancel

I
I
REemove Category, |
I
I

Cloze

2. Click on the Category you wish to remove.

= Add Categories x|

Addendum Categories

Addendum Category Group:

Addendum Categories
& Clarification ﬂ I =l

Loalo Page Addendum Category Suboroup:

=l

L

Add Mewy Category

Add Mewy Sub-Categary

Remove Category

Cancel

Cloze

3. Click the Riemove Category | button. The Category has now been removed.
4. Click the Close | button.
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15.2.5 Add a Sub-Category to a Category

There are two ways to of adding a Sub-Category.

15.2.5.1 The Addenda Screen

1.

Click on any category in the Addendum Attachments tree view. The area to the
right will become active with category chosen appearing in red.

Addenda

Addendum: I 1 Diste Created: I 104312002 Dste Posted: I

[~ Additional Documents Attached

Motes:
=
=
~Addendum Attachments
Addendum Attachments A. Clarification
- JiN catian
ns - Change/sdditic |:| | |
=
| | =l
Add Categories | Acld | Ecdit | Delete |

Save | Set Addendum | Eollback |

R

Click on the &I button. The Addendum Attachments window appears.
ﬂ

A. Clarification

tetn fla : |1_

Title: I

Description:

Apply

Delete Close |
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3. Enter in the corresponding information into the Title and Description text fields.

Information must be entered in both fields to create the Sub-Category.

i Aiddendum Attachments x|

A. Clarification

ttem Mo, |1_

Title: IA-Z Page

changed. |

Description: |Delete page 8-2 in its entirety snd replace it with revised page A-2 ;I
sttached to thiz ADDENDUM MO 1. The Final Completion date has

Apply

| Delete | Cloze |

4. When finished click the M button.

5. Click the ﬁl button. The information has now been entered into the

Addenda screen.

Addenda

Addendum: [ 1 Date Created: | 10/31/2002

Date Posted: I

[~ Addtional Documents Aftached

Maotes:
=
=
—Addendum Attachments
Addendum Attachments A. Clarification
- A&, Clarification
EI |n-2 Page |
Delete page &-2 in its entirety and replace ;l
it with revized page A-2 sttached to this
ADDEMDUM MO, 1. The Final Completion
date has changed.
=
Add Categaries | Addd | Edit | Delete |

Save | SetAgdenduml Rollback |

AR

NOTE: If you would like to and any more Sub-Categories repeat steps 1-5.

6. Click the ﬂ| button.
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15.2.5.2 The Add Categories Screen

1. Click on the A Categories

| button. The Add Categories screen will

appear.

=i Add Categories

X

Addendum Categories

Addendum Categories

£l Clarification

S ohan Page

= Dravwingz/Plans - Change/2ddition
- Cancelistion

Addencum Categaory Graug:

=l

Addendum Category Subgroup:

L«

L

Add Mew Category

Add Mewy Sub-Categary

Eemoyve Category:

Cancel

Cloze

2. Click on any Category in the Addendum Categories tree view that you would like

to add a Sub-Category to.

=i Add Categories

x|

Addendum Categories

A_ddendum Categories
[ Clarification
LLA2 Page

- Cancelstion

Addencum Category Group:

=]

Addencum Category Subgraup:

=

L¢|

L«

Add Mewy Category

Add Mewy Sub-Categary

Remove Category

Cancel

Cloze
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3. Click the A Mewy Sub-Categary

appears under the chosen Category.

=i Add Categories

| button. A New Sub-Category text field

x|

Addendum Categories

Addendum Category Group:

Addendum Categories

] Clarification
: L Page

EI Drawvings/Flans - Change/Addition
=] =
. Cancellstion

|l =]

Addendum Category Subgroup:

|l =]

A Mewy Catedory

Ao Mewy Sub-Category

Remoyve Category.

cancel

Cloze

B

4. Use the keyboard to type in the Sub-Category’s title.

x

Addendum Categories

Addendum Categories

] Clarification

- -2 Pane

EI Drawvings/Flans - Changela.ddition

| L~SHEET NO. 13 - GENERAL PLAN 25
. Cancelistion

Addendum Category Group:

=l

Addencum Category Subgroup:

=]

L

L¢|

Add Mew Categary,

Add ey Sub-Categary:

Cancel

I
I
Remoyve Category: |
I
I

Cloze

5. When finished press the Enter key on the keyboard.

NOTE: If you would like to add any more Sub-Categories repeat steps 2-4.

Close

6. Click the

| button.

NOTE: In using this method of adding Sub-Categories if the user wants to enter
points to a Sub-Category, they will have to do so through the Addenda Screen.
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15.2.6 Editing a Sub-Category

1. Inthe Addenda Screen, click on the Sub-category you wish to edit. The selected
Sub-Category’s information will be displayed to the right of the Addendum
Attachments tree view.

Addenda

Addendum:l 1 Date Created: I 100312002 Date Posted: I

Nates: [~ Additional Documents Attached
=l
[ -]

~Addendum Attachments

Addendumn Attachments A. Clarification
-4, Clarification
El |A-2 Page
L B3 Pa

_Dramwings/Plans - Changeradditic Celete page A-2 in itz entirety and replace ;I
SHEET MO 13 - GENERAL PL it with revised page A-2 sttached to this

ADDEMDUM M1 . The Final Completion
-2, SHEET M. 12 - GEMERAL PL ciate has changed.
----- C. Cancellstion

J| | B I

Ao Categories | it e} | Ewiit | Delete |

Save | Set Addendum | Eollback: | ﬂj >|>||

2. Click the ﬂl button. The Addendum Attachments window appears.
x

A. Clarification

ftem o |1_

THlE: a2 Page

Description: |Delste page A-2 in its entirety and replace it with revised page A-2 =]
attached to this SADOEMDUR MO 1 . The Final Completion date has
changed.

Apply | Delete | Cloze |

3. Make all the necessary changes and then click the M button.

4. Click the ﬁ' button.
5. Click the ﬂ| button.
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15.2.7 Deleting a Sub-Category

1. Inthe Addenda Screen, click on the Category/Sub-category you wish to delete.

The selected Sub-Category’s information will be displayed to the right of the
Addendum Attachments tree view.

—Addendum Attachments

Addenda
Acdendum: I 1 Diste Crested: I 10431 2002 Date Posted: I
Motes: [~ Additional Documents Attached
=
[

A!ddendum Attachments
4. Clarification

283 Pa%

E|El DravwvingsPlans - Changeradditic
o e, SHEET MO 13 - GEMERAL PL
i P2 SHEET MO 12 - GEMERAL PL
b, Cancellation

1 | ©

Add Categories |

A. Clarification

EI |n-2 Page |

Delete page A-2 in itz entirety and replace d
it wwith revized page A-2 attached to this
L DDEMDURM MO A . The Final Completion
cate has changed.

[

Aol | Ediit | Delete |

Save | Set Agdenduml Eollback |

|-

2. Click the ﬂl button. The following message box appears.

Delete Addenda Category |

@ Do wiou wank to delete this Item and its related Sub-Ikems?

Yes

Mo |

3. Click the button. The Category has now been removed.

4. Click the —=**% | button.
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15.2.8 Adding Points to a Sub-Category

1. Inthe Addenda Screen, click on the Sub-Category in the Addendum Attachments
tree view. The area to the right will become active.

Add Categories |

Addenda
Addendum: I 1 Date Created: I 10451 2002 Date Posted: I
Motes: [~ Additional Documents Attached
=
=
—Addendum Attachments
Addendum Attachments B. Drawings/Plans - Change/Addition
(=& Clarification
P E [SHEET HO. 13 - GENERAL PLAN 25 |
E|El Dravvings/Plans - Changeradditic :I
O 13 - GEMERAL PL
C Cancellation
4] i H hd|

Aol | Ediit | Delete |

Save | et Agdenduml Eollback |

elel-L

2. Click on the il button. The Addendum Attachments window appears.
x

1. SHEET NO. 13 - GENERAL PLAN 25

ttem Mo, Ia_

Title: I

Descriptian:

Apply

Delete Cloze |
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3. Enter in the corresponding information into the Title and Description text fields.
Information must be entered in both fields to create the Point.

=i Addendum Attachments x|

1. SHEET NO. 13 - GENERAL PLAN 25

ftem ko la_

Title: ISHEET MO, 13 - GENERAL PLAN 25

M. A & stone weall has been added

Apply

Description: oty this shest ss shown on Sketch 3 as sttached to ADDENDUM = |

Delete | Close |

4. When finished click the M button.

Cloze

5. Click the
Addenda screen.

button. The information has now been entered into the

Addenda

Addiendum: [ Date Created: | 10/31/2002

Drate Posted: I

[~ Additional Documents Aftached

Add Categaries |

Motes:
=
=
—Addendum Attachments
PR 1. SHEET NO. 13 - GENERAL PLAN 25
&, Clarification
1. A2Page [SHEET HO. 13 - GEHERAL PLAH 25 |
[ 2. -3 Page
EEI DrawingsPlans - Changessdditic Wodify this sheet az showen on Sketch 3 ;I
El'l SHEET MO 13 - GEMNERAL L s attached to ADDEMDUM WO 1 . A stone
T s NI i weall has been added.
: 2 SHEET MO 12 - GEMERAL PL
el Cancellation
| ] © hd|

Al | Eclit | Delete

Save | Set.l\\gdenduml Follback |

AR

NOTE: If you would like to add any more Points repeat steps 1-5.

6. Click the ﬂ| button.
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15.2.9 Edit Points to a Sub-Category

1. Inthe Addenda Screen, click on the Point you wish to edit. The Point will be
displayed to the right of the Addendum Attachments tree view.

Addenda
A ddendum: I 1 Date Created: I 1003 2002 Date Posted: I
Notes: [ Additional Documents Attached
=)
=
—Addendum Attachments
Addendum Attachments 1. SHEET NO. 13 - GENERAL PLAN 25
-4, Clarification
[SHEET HO. 13 - GEHERAL PLAH 25 |
i 2 A3 Page
=-B. Drawings/Plans - Changestdditic hiocity this sheet as shown on Sketch 3 ﬂ
-1, SHEET MO 13 - GENERAL PL 2= attached to ADDEMDUM MO 1. A stone
u " CENERA uvall has been added.
MERAL PL
< ] © ~|
Ao Categories | Lol | Ewiit | Delete |
Save | Set Addendum | Eollback: | ﬂj = | = |

2. Click on the M button. The Addendum Attachments window appears.
x

1. SHEET HO. 13 - GENERAL PLAN 25

ftem Mo : IT

Title: ISHEET MO, 13 - GENERAL FLAN 25

Description:  [wiacify this shest a5 shown on Sketch 3 as sttached to ADDENDUM & |
MO, 1. A stone weall has been added,

Apply | Delete | Close |

3. Make all the necessary changes and then click the M button.

4. Click the ﬂ' button.
5. Click the ﬂ| button.
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15.2.10 Delete a Point to a Sub-Category

1. Click on the Point you wish to delete. The selected Point will be displayed to the
right of the Addendum Attachments tree view.

Addenda

Addendum:l 1 DaieCreated:l 10831 /2002

Date Posted: I

[ Additional Documents Attached

Motes:
=l
[ -]
—Addendum Attachments
Addendumn Attachments 1. SHEET NO. 13 - GENERAL PLAN 25
- &4, Clarification
. -2 Page [SHEET HO. 13 - GEMERAL PLAH 25 |
i 2 A5 Page
=-B. Drawings/Plans - Changeisdditic bty this sheet az shown on Sketch 3 ﬂ
EH SHEET MO\ 13 - GENERAL PL oz attached to ADDERDUM MO, 1. & stone
[ y e weall has been added.
SHEET MO
J | © b
Ao Categories | Lol | Ewiit | Delete |

Save | Set Agdenduml Eollback: |

[EREE

2. Click the ﬂl button. The following message box appears.

Delete Addenda Category |

@ Do wou wank to delete this Item and its related Sub-Tkemsy

Yes

Mo |

3. Click the button. The Category has now been removed.

4. Click the ﬂ| button.
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15.3 Addendum Update

NOTE: If changes are made to a project’s items such as station quantities,

Minimum acceptable bid price, etc. or contract dates the Addenda Screen
will automatically update itself.

Provided below are examples of the Addendum changes being tracked.

15.3.1 Items

If an item is added, deleted or the item’s quantity is altered the Addenda Screen will be

updated automatically.

Example:
1. This is how the Addenda Screen appears before any item changes have been to
the project
Addenda
.&ddendum:l 1 Date Crested: I 1005 k2002 [ate Posted: I
hotes: [~ Additional Documents Attached
—Addendum Attachments
B+ A. Clarification
--El. Drawingz/Plans - ChangeiLdoitic I:I | |
2 Cancellation J
| | ] hd|
Add Categoties | Add | Eciit | Delete |

Save | Set.&gdenduml Eollback |

RN
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2. The user enters the Project Detail tab and selects the item 201.0301.

=t Project Item: 201.0301 : CUTTING AND DISPOSING ISOLATED TREES AND STUMPS (4"~ 24"

File Tree Tools

Admin  Help

=lax

My Projects  Project Detail | Suppart |

-

Locations

Unit Price: $0.00

L CUTTING AND DISPOSING ISOLATED TREES AND STUMPS (4°- 24")|

- PARTIAL RENJOVAL 1
: REMOWE AND DISPO
- REMOWE AND DISPO
- REMOWE AND DISPO
- REMOWE AND DISPO
- REMOWE &ND DISPO
: REMOWE AND DISPO
- REMOWE AND DISPO
- REMOWE AND STOCH
- UNSUITABLE SOILS

| CHANNEL EXCAVAT
142 INCH CAST IROM ¢
- 30" CORRUGATED C.
- 36" CORRUGATED C.
- 12 INCH CORR ALUM
1 21" CORRUGATED &
: 10" BCC UNDERDR:AI
- 12" BCC UNDERDRAI
- 18" BCC UNDERDRAI
| B" CORRUGATED AL
12" CORRUGATED &
: 15" CORRUGATED &
- 21" CORRUGATED &
- RECONSTRUCT CATt
: BASHTO M270 GRAL
| BASHTO M270 GRAL

TAASHTO MZT70 Glfi;l
3

Uh: EACH DBE. Mo QbyTotal: 25.00 / $6,725.00

| DESCRIPTICON

QT | IP TYPE

FaP

M ST

2300

Project Total {w/o E&C):

$0.00

Stations

| | DESCRIPTICON

QT | IMP. TYPE

FaP

3. In the Stations Table the user increases one station’s quantity from 3 to 8. This
increases the total location quantity from 25 to 30.

Stations STATIOMN: 348 + 27 LF
ary | IMP TYPE Fap
B 48+ 27 LF 300 0001 TTTP-CNST-0
N = ?.ui*ﬂum TTTP-CNST-0
_'..'u 2,00 0001 TTTR-CNST-O
_fﬂ 431 + 89 RT 2,00 0001 TTTP-CNST-0
_l_'ﬂ 200 0001 TTTR-CNET-0
_'..'u 504 + 27 RT 9.00 0001 TTTR.CNST-O
4 3
v
Stations STATIOH: 348 + 27 LF
| QT [IMP TYPE FaP
& %01 TTTP-CNST-0
_'..'u 376 + 37 RT 7.00 Bt TTTR-CNST-O
_fﬂ 2,00 0001 TTTP-CNST-0
_l_'ﬂ 2.00 0001 TTTR-CNET-O
_fﬂ 465+ Q9 LF 2.00 0001 TTTR-CNST-O
_l_'ﬂ 9,00 0001 TTTP-CNST-0
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4. In the Addenda Screen, the Category, “Other Item Changes” has been

added. A Sub-Category has also been added informing the user of the change in

item quantity.

Addenda

Mates:

.ﬂ.ddendum:l 1 Date Creaied:l 101 20072

Date Posted: I

[~ Additional Documents Attached

—Addendum Attachments

[—
[

ﬂ,ddendum Attachments
=] Clarification

2. -5 Page

=-B. Drawingz/Plans - ChangesAdditic
E|1 . SHEET MO 135 - GEMERAL PL
| i@, SHEET MO. 13 - GEMERAL
L7 SHEET MO 12 - GEMERAL PL

-2 Cancellstion

[El-D. Cther ftem Changes

Jdl | i

Add Categories |

D. Other kem Changes

El |2l]1.l]3ll1: CUTTING AHD DISPOSING |

tem quantity has increazed to 20,00,

=

Acld | Eclit | Delete |

Save | et Agdenduml Eollback |

el
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15.3.2 Contract Dates

If any Contract Date is edited the Addenda Screen will be updated automatically.

Example

1. This is how the Addenda Screen appears before any changes have been

made to the project’s Contract Dates

Addenda
Addendum:l 1 Date Created: I 10431 £2002 Date Posted: I
hates: [~ Additional Documents Attached
[
=
—Addendum Attachments
--A. Clarification
B. DravwingsPlans - Changerdditic I:I | |
C Cancellation
-0, Cther ttem Changes LI
< | | kd|
Add Categories | Al | Eciit | [Delete |
Save | Set Addendum | Eollback | ﬂj = | :~||
2. In the Contract Screen, the user changes the Bid Deadline from 10/11/02
to 10/14/02
Contract Dates
Bidd Deadline 1oM1e002 O = Date Type: | Bid Deadline =
Bidd Examine* arnrzonz O > - B
Biid-Cpening® 1otennz O =) e [1014/2002 | x| Date alreadly exists
* Recuired Add | Edit[~, | Delete | [~ Appears on Proposal Pages
1 5
W

sl | Close
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3. In the Addenda Screen, the Category, “Contract Dates” has been added. A
Sub-Category, “Bid Deadline” has also been added informing the user of the
change in date.

Addenda
Acldendum: I 1 Diate Crested: I 10431 L2002 Date Posted: I
Motes: [ Additional Documents Sttached
-
=
—Addendum Attachments
Addendum Attachments E. Contract Dates
[EI- & Clarification
1. 2 Page [1. | [Bid Deadiine |
L2 A3 Page : :
=8 E'.' DranvingsiPlans - Change/&dditic Bicl Deadline Date changed to 104 452002, ;I
(=-1. SHEET MG, 13 - GERERAL PL
. -8, SHEET MO. 13 - GEMERAL
L2, SHEET MO, 12 - GEMERAL PL
12, Cancellation
I'_—'I D_. Cther kem Changes
1, 2010301 CUTTING AND DISF
[EI-E. Cortract Dates
EN IR i hd
Add Categaries | Add | Edit | Delete |
Save | Set Addendum | Eallbach | ﬂj = | =| |
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15.4 Additional Addenda Documents

1.

If there are other documents pertaining to the Addendum that should be noted

check off the Additional Documents Attached box located in the top-right side of

the screen.

Addenda

Motes:

.&ddendum:l 1 Diate Crestec: I 10031 2002 Date Posted: I 14001 12002

IT\#Add'rtinnal Documerts Attached
° =)
=

—Addendum Attachments

Addendum Attachments
- &. Clarification

©h1 A7 Page
B, Procedure Changes

Add Categories |

[

Save | Set.&gdenduml Rollback |

2. To do so place click in the white box to the left of Additional Documents

Attached.

I-E Additional Documents Attached  —» [V ibdditional Documents Attachedd

Save

3. Click the button.
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15.5 View all Addenda
1. Use the scroll keys in the bottom-right of the screen to navigate through each
Addendum.
Addenda
Acddencum: I 1 Drate Creste: I 1045 2002 Date Posted: I
Motes: [T Additional Documents Attached
~Addendum Attachments
Addendum Attachments A. Clarification
Bl &. Clarification
‘B, Procedure Changes EI |A-2 Page |
Delete page &-2 in its entivety and replace ;I
it weith revized page A-2 attached to this
LDDEMDUR MO, 1. The Final Completion
clate has changed.
hd
Adldl Categories | Aeled | Edlit | [elete |

save | ot agdenoum | moecr | ﬂ j >|>||

2. The Scroll Keys can be used in the following manner.

Go to first Addendum

’7 Go to previous Addendum
\— Go to current Addendum
Go to next Addendum
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15.6 Post an Addendum

15.6.1 Standalone Application

1. Select the project you want to set the addendum to by clicking once on the Project
Node in the My Projects Tab.

a Projects

E? 0010 : I]imunstratiun Project

2. In the toolbar select Tools and then Post Addendum. A message will appear.

mim Projeckt: 0010 : Demonstration Projeck

File Tree | Tools Admin Help

Reports CErl+R
Diata Exchange 3
alculate Square Footage  Chrl+F
fdvertise Projeck Zhrl

Post Addendum Chrl+LI

Project CHegk-InCheck-Out

x
& %ol are now abouk to Post Addendurn 1.
0001 : RECOMNSTRUCTION IF INTERCHAMNGE
To proceed seleck OF, atherwise select Cancel bo exit,

(04 I Cancel |

3. Click the Ll button. The posting will initiate.

Post Addendum Wizard

—Set Addendum Data

s// Checking ftems and Sub tems for Errors
s// Freezing all kems and Sub tems
Wiewy Distribution of Quantities Repart

Updsting Project Information

Cancel |
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4. Before the posting is finished, a message will appear informing you that any
future changes made to the project will result in the creation of a new Addendum.

Post Addendum Process |

WARKING! - By choosing bo Post the Addendum wou will lock all Project information.
Project information cannot be changed without resulting in a new Addendum ko the Project!

Choose Yes to Post the Addendum, choose Mo ko exit the wizard.

Yes Mo |

5. Click the button. A message will appear informing you that the
project has been successfully posted.

=i P05t Addendum Process Completed x|
Finished!

Project 001D : Demonztration
Project has been successtully
posted.

Exit

6. Click the L' button.
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15.6.2 Network Application

1. Select the project you by clicking once on the Project Node in the My Projects
Tab.

a Projects

.ﬁ 001D : I];munstr-atiun Project

5. In the toolbar select Tools and then Post Addendum. A message will appear.

mis Project: 001D : Demonstration Project

File Tree | Tools &dmin  Help

Reports Ckrl+R,
Data Exchange 3
Calculate Square Footage  Chrl+F
Adwertise Projeck (g )
Post addendum kel
Project CHegk-InfCheck-Out

v

Post Addendum : 001D : Demonstration Projeck x|

& You are now about ko Post Addendum 1.

0010 : Demonstration Project
Please make sure that wou have updated the Master dakabase before

petfarming this Function. &ny changes made after updating the
Master database will be overwritten as a result of this process!

(0] 4 I Cancel

6. Click the Ll button. The posting will initiate.

Post Addendum Wizard x|

—Set Addendum Data

s// Checking ftems and Sub tems for Errors
\// Freezing all kems and Sub tems
Wiewy Distribution of Quantities Repart

Updsting Project Information

Cancel |
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7. Before the posting is finished, a message will appear stating that any future
changes made to the project will result in the creation of a new Addendum.

Post Addendum Process |

WARNIMNG! - By choosing ko Post the Addendumn you will lock all Project information.
Project information cannot be changed without resulting in a new Addendum ko the Project!

Choose ‘es to Post the Addendum, choose Mo ko exit the wizard,

es Mo |

8. Click the button. A message will appear informing you that the
project has been successfully posted.

mi P05t Addendum Process Completed x|

Finished!

Project Q01D ;. Demonstration
Project has been successtully
posted.

Exit

9. Click the L' button.
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16. Support Tab

1. To access the support menu, use the mouse to click-once on the support tab in the
upper left section of the screen.

=i Quest 2001

File Tree Toolz Admin Help

IF‘ru:ujeu:t Detail | Suppuq\sl_

la Projects

2. The support menu appears.

a Support

-] ASSEMBLY TEMPLATES
-7 CONTRACT DATES
-] DATASETS
|7 DESIGN STAGES
-] FACTORS
7] FUMDIMNG SOURCES

-2 U

-7 UTILITIES
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16.1 Assembly Templates

16.1.1 View Assembly Templates

To access the Assembly Template Setup, use the mouse and click-once on

ASSEMBLY TEMPLATES in the Support menu. The Assembly Template Setup

appears on the right side of the screen.

Assembly Name

Assembly Template Setup

Text Field

UM
Text Field

Azzembly Hame

UM:

Azzembly kems

| 4

| ITEMCODE | DESCRIPTION

|UM

| DEPTH

| FACTOR ‘

Save

Cancel

Delete

New

[ | Delete

Canee!

SEvE

B

=

=

-

Fincl...

Ref ftems Treevissw
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16.1.2 Add a New Assembly Template

1. Use the mouse to click-once on the M button. The Assembly Name text
field becomes active.

Assembly Template Setup

Assembly Hame UM:

2. Type in the new Assembly Name and Unit of Measure (UM).

Assembly Template Setup
Assembly Hame UM:

FAKE ASSEMBLY IACRE j

) 5
3. Use the mouse to click-once on the ﬂ button at the bottom of the screen.

4. A message appears stating that the Assembly has been created.

Azzembly Templates ]

@ Agzembly Template successfully created.
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1.

16.1.2 Delete a New Assembly Template

Using the arrow keys, navigate to the assembly template to be removed.
Once the Assembly Template to be removed is displayed on screen, click the

@‘ button located at the bottom of the screen. A message will appear to

confirm the assembly template is to be deleted.

Delete Assembly Template i ﬂ

@ This ackion will delete the current gssembly Template and its items,

Do wou wish bo continue?

Yes Mo

Click the button to confirm the Assembly Template and its items

should be removed. A message will appear to confirm the assembly template has
been deleted.

NOTE: This does not mean the items will be removed from the Items List in the
Support Data or from any projects. The items are only being removed from the
association with this assembly template.

Assembly Templates : ﬂ

-
@ Assembly Template successFully deleted.

4. Click the EI button. The assembly template has been removed from the

Support Data.
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16.2 Contract Dates

16.2.1 View Contract Dates

1. To access the Contract Dates menu, use the mouse and click-once on
CONTRACT DATES in the Support menu. The Contract Dates menu appears on
the right side of the screen.

. Contract Completion Dates Finck:
Find
Text Field
Date Type D ezcription Contract Reguired
p |Bici Deadling Yes

Bicd Examine Yes
Bid-Cipening Yes
Ezsential Completion M
Final Completion Yes
Landscape Completion Mo
Phase 1 Completion M
Phaze 2 Completion Mo
Phase 3 Completion M
Pre-Bid Yes
Proposal Read Yes
Substantizal Completion M

Print

Delete

Edit

Addd Eclit Delete Brirt
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16.2.2 Add a new Contract Date

1. Use the mouse to click-once on the M button. The Add Contract Date

template appears.

&' Add Contract Date

I:I ITI Cancel |
Diate Tiype: I
Description; I
Contract Reguired: '

2. Use the mouse to click-once in the Date Type text field. If applicable enter a brief

description in the Description text field.

3. If the contract is going to be required, use the mouse to click-once in the white

square to the right of Contract Required.

&' Add Contract Date

x|

I:I ITI Cancel |
Diate Type: Isample contract date
Description; Isample
Contract Reguired: p%

4. After all desired information has been entered use the mouse to click-once on the

button.
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16.2.3 Edit a Contract Date’s Information

1. To edit a contract date’s information, first, highlight the contract date by clicking
once in the box to the left of the contract’s Date Type.

Date Tope Description Contract Beguired
Bid Deadline Yes
Bid Exammine Yes
Bid-Cpening Yes
ntial Completion
Firal Campletion Yes
Landscape Completion Mo
Phase 1 Completion Mo
Phase 2 Completion Mo
Phaze 3 Completion Mo
Pre-Bid Yes
Propozal Read Yes
Substantial Completion Mo
Exciit
2. Use the mouse to click-once on the button.

3. The Edit Contract Date template appears.

i Edit Contract Date Xl
ITI Cancel |

Dt Type: IE zzential Completion

Description; I

Contract Reguired: '

4. Use the mouse to click-once in any text field, which contains the incorrect
information and change accordingly.

5. After all information has been corrected click-once on the button.
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C.HOW TO... SUPPORT TAB- CONTRACT DATES - DELETE

16.2.4 Delete a Contract Date

1. To delete a contract date’s information, first, highlight the contract date by
clicking once in the box to the left of the contract’s Date Type.

Date Tope Description Contract Beguired
Bid Deadline Yes
Bid Exammine Yes
Bid-Cpening Yes
ial Completion

Firal Campletion Yes
Landzcape Completion Mo
Phaze 1 Completion Mo
Phase 2 Completion Mo
Phase 3 Completion Mo
Pre-Bid Yes
Propozal Read Yes
Substantial Completion Mo

Delete
2. Use the mouse to click-once on the —l button.
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C.HOW TO... SUPPORT TAB- CONTRACT DATES - PRINT

16.2.5 Print a list of all Contract Dates

Prirt
1. Use the mouse to click-once on the —l button.
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C.HOW TO... SUPPORT TAB- DATASETS - VIEW

16.3 Datasets

16.3.1 View Datasets

1. To access the dataset menu, use the mouse and click-once on DATASET in the
Support menu. The Dataset menu appears on the right side of the screen.

—Current Datasets

¥ Defaut Dataset

Dataset Mame | Date Created Last Updated |
WALIPT205* 0802001 03052001
Impart
Import T Delete
Select Defaul
Delete it
—Dataset
Select Default e
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C.HOW TO... SUPPORT TAB- DATASETS — IMPORT DATASET

16.3.2 Import a New Dataset

Import
1. Click on the g button located in the upper-right hand part of

the screen. The Import Dataset browser appears.

. Import Dataset il
I .,I Zelect s Datazet xml file.

Drive —
Rrowser

<@ IR Sp_1998 xml
o] vt LIPS _1 959 i
28] A LIPS p_2000 smi
o] vt LIP o Sp_2001 e
28] LIPS _2001 8 xmi
2] v LIPS p_2002 i
<@y IPStd_1998 xmil

j
s il JPSte 1999 xml i

File narme I Select

File path; I Cancel |

2. Using the Drive Browser, select the drive that contains the correct dataset
(.xml file).

3. Click on the .xml file to highlight it and then clic . The View and Save
Dataset window appears.

x|
Dataset bame: [aa) 1PJbsp_2001a S |
Tatal tems: 234 Cancel |
—Datazet kems
ttem Code | Dezcription | Lihd | WAIj
201 9301 CLEARING AND GRUBBING = 1.
201 9901 DEROLITION, WML Y F376.
201 9901 REMOWE AMD DISPOSE COMCRETE .. LS $357.
201 9901 REMONVE AMND SALVAGE TRAFFIC S1.. LS $38,833.
Dataset 20 9902 PRE AND POST-COMSTRUCTION CO.. LS $22,050.
Ttems 20 9902 REMOVE AMD DISPOSAL OF SHRUBS  EACH $14.
. 20 9902 REMOWE AMD DISPOSE PRECAST M. . LF $2.
Window 20 9905 REMOVE AMD DISPOSE GREEMWOO. . LS $637.
20 9905 REMOVE AMD DISPOSE HEADWWALL LF 13
20 9905 REMOVE AMD STOCKPILE SLOPEPA . SY 14,
201 9904 REMONVE ARD DISPOSE BITUMIMCUS . 5Y $13.
201 9904 REMOCVE AMD DISPOSE OF TMBER .. LF $7a.
201 9904 REMOVE AMD DISPOSE STAMPED C.. SY 0.
= | A 9Aand RFMOWE ARD DISPOSE WOOD TIMA | FI :R1: b
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C.HOW TO... SUPPORT TAB- DATASETS — IMPORT DATASET

4. Use the Dataset Items window to verify this is the dataset you want to import.

Click the &' button.

5. The Dataset will now appear Current Dataset window.

—Current Datasets
¥ Default Dataset
Dataset Name | Date Created | LastUpdated |
WALUP1999° 03/082001 03/032001 ‘ — I
WALPJaSp_2001a 05/31/2002 05/31/2002 ' oo
Delete |
Select Default |
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C. HOW TO... SUPPORT TAB- DATASETS - DELETE DATASET
16.3.3 Delete Dataset
1. To delete a dataset, first, click-once on the undesired dataset to highlight it.

(98]

—Current Datasets
* Detault Dataset
Dataset Name | Date Created | Last Updates |
WALIP 999* 0BME2001 OBMIE2001
2 It
Delete |
Select Default |

Delete

Click the | button. A message appears to confirm the

deletion of the dataset.
ﬂ

@ Do wou wish to delete this Dataset and its associated information?

Yes Mo |

Click on the button.

The dataset will no longer appear in the Current Dataset window.
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C.HOW TO... SUPPORT TAB- DESIGN STAGES - VIEW

16.4 Design Stages

16.4.1 View Design Stages

1. To access the Design Stage menu, use the mouse and click-once on DESIGN
STAGES in the Support menu. The Design Stages menu appears on the right side
of the screen.

. Design Stages Find:
Find
Text Field
DESIGH STAGE CODE DESCRIPTION
p |10 10% Design
30 30% Design
75 T5% Design
=] 90% Design
ADY Acdvertising
FDES Final Design
PS&E PSAE
Z&D Stucly and Development
Print
Delete
Edit
Add

Add | Ecit | Delste Brint
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C.HOW TO... SUPPORT TAB- DESIGN STAGES - VIEW

16.4.2 Add a new Design Stage

1. Use the mouse to click-once on the M button. The Add Design Stage
template appears.

i Add Design Stage X
Design Stage 10 I:I QK I Cancel |
Cesign Stage: I

Dezcription; I

2. Use the mouse to click-once in the Design Stage text field. Type in the name of
the stage. Also enter a brief description in the Description text field.

3. After all desired information has been entered use the mouse to click-once on the

button.
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C.HOW TO... SUPPORT TAB- DESIGN STAGES - EDIT

16.4.3 Edit a Design Stage’s Information

1. To edit a design stage’s information, first, highlight the design stage by clicking
once in the box to the left of the stage’s DESIGN STAGE CODE.

DESIGM STAGE CODE | DESCRIPTION

10 10% Design
a0 30% Design
75 T5% Deszign

a0% Design
A0 Advertising
FDES Final Design
PSEE PSEE
SED Study and Developmert

Eclit
2. Use the mouse to click-once on the button.

3. The Edit Design Stage template appears.

&' Edit Design Stage EI
Design Stage 10 ICI 2K I Cancel |
Design Stage; ||E||:|
Dezcription; IEII]X Dezign

4. Use the mouse to click-once in any text field, which contains the incorrect
information and change accordingly.

5. After all information has been corrected click-once on the button.
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C.HOW TO... SUPPORT TAB- DESIGN STAGES - DELETE

16.4.4 Delete a Design Stage

1. To delete a design stage’s information, first, highlight the design stage by clicking
once in the box to the left of the stage’s DESIGN STAGE CODE.

DESIGM STAGE CODE | DESCRIPTION

10 10% Design

a0 30% Design

75 T5% Deszign

A0 Advertising

FDES Final Design

PSEE PSEE

SED Study and Developmert

Delete
2. Use the mouse to click-once on the —l button.
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C.HOW TO... SUPPORT TAB- DESIGN STAGES - PRINT

16.4.5 Print a list of all Design Stages

Prirt
1. Use the mouse to click-once on the —l button.
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C.HOW TO... SUPPORT TAB- DESIGN STAGES - VIEW

16.5 Factors

16.5.1 View Factors

1. To access the factors menu, use the mouse and click-once on FACTORS
in the Support menu. The Factors menu appears on the right side of the
screen.

Find I

Text Field

[ [Fectom  JoescRPmON ]
|_ 05 Half Factor
e

Print

Delete

Edit

Add
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C.HOW TO... SUPPORT TAB- DESIGN STAGES - ADD

16.5.2 Add a new Factor

1. Use the mouse to click-once on the M button. The Add Factors
template appears.

& Add Factors EI
Factar I ITI i |
Factar: I
Description: I

2. Use the mouse to click-once in the Factor text field and enter in the correct
factor. If desired enter a brief description in the Description text field.

3. After all desired information has been entered use the mouse to click-once

on the button.
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C.HOW TO... SUPPORT TAB- FACTOR - EDIT

16.5.3 Edit a Factor’s Information

1. To edit a factor’s information, first, highlight the factor by clicking once in the
box to the left of the FACTOR column.

F&CTOR DESCRIPTION
0.25 Guarter Factor
. Edlit
2. Use the mouse to click-onceonthe = | button.

3. The Edit Factors template appears.

i Edit Factors X
Factor ID o | cancel |
Factar: IDE

De=scription: IHalf Fachar

4. Use the mouse to click-once in any text field, which contains the incorrect
information and change accordingly.

5. After all information has been corrected click-once on the button.
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C.HOW TO... SUPPORT TAB- FACTOR - DELETE

16.5.4 Delete a factor

1. To delete a factor’s information, first, highlight the factor by clicking once in the
box to the left of the FACTOR column

FACTOR CESCRIPTIOMN

b
0.25 Guarter Factor

Delete
2. Use the mouse to click-once on the —l button.
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C.HOW TO... SUPPORT TAB- FACTOR - PRINT

16.5.5 Print a list of all Factors

Prirt
1. Use the mouse to click-once on the —l button.
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C.HOW TO... SUPPORT TAB- FUNDING SOURCES - VIEW

16.6 Funding Sources

16.6.1 View Funding Sources

1. To access the funding sources menu, use the mouse and click-once on FACTORS
in the Support menu. The Factors menu appears on the right side of the screen.

Find
Text Field

| lSowceTwpe ]
|_ FEDERAL

|_ OTHER

|_ STATE

Print

Delete

Edit

Add
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C.HOW TO... SUPPORT TAB- FUNDING SOURCES — ADD

16.6.2 To Add a New Funding Source

1. Use the mouse to click-once on the M button. The Add Funding Type
template appears.

&' Add Funding Type EI

|

Source Type:

2. Use the mouse to click-once in the Source Type text field. Type in the funding
source.

3. Click-once on the button.
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C.HOW TO... SUPPORT TAB- FUNDING SOURCES - EDIT

16.6.3 Edit a Funding Source

1. To edit a funding source, first, highlight the funding source by clicking once in
the box to the left of the Source Type column.

Source Type
FEDERAL

>
STATE
. Ecit
2. Use the mouse to click-once on the button.

3. The Edit Sub Pay Code template appears.

65 Edit Sub Pay Code =

Source Type: IDTHEH

4. Use the mouse to click-once in Source Type text field. Change the incorrect
information

5. Click-once on the button.
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C.HOW TO... SUPPORT TAB- FUNDING SOURCES - DELETE

16.6.4 Delete a Funding Source

1. To delete a funding source, first, highlight the funding source by clicking once in
the box to the left of the Source Type column

Source Type
FEDERAL

>
STATE
. Delete
2. Use the mouse to click-once on the —l button.
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C.HOW TO... SUPPORT TAB- FUNDING SOURCES - PRINT

16.6.5 Print a list of all Funding Sources

Prirt
1. Use the mouse to click-once on the —l button.
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C.HOW TO...

SUPPORT TAB- UNIT OF MEASURE - VIEW

16.7 Unit of Measure

16.7.1 View Unit of Measure

1. To access the UM menu, use the mouse and click-once on UM in the Support

menu. The UM menu appears on the right side of the screen.

UM Finc:
Find
Text Field
UM DESCRIPTION
P |acRE ACRE
BM E
CF =i
cl -
cY e
EACH e
GRP GRP
HLF Hundred Linear Feet
HRS machine hours
LES Les
LF o
LS =
MEM MBI
MGAL MGAL
MHRS MHR=
FEAG FBAG
Print POET POAT
PO PRIC
= LR e T
Delete oy Square Yards
TOR TOM
Edit i o
Add

Delete |

Prinit |
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C.HOW TO... SUPPORT TAB- UNIT OF MEASURE - ADD

16.7.2 To Add a New UM

1. Use the mouse to click-once on the M button. The Add UM template
appears.

B Add UM x|

|

Description; I

LIt

2. Use the mouse to click-once in the UM text field. Type in the UM and then click-
once in the Description text field and enter a brief description.

3. Click-once on the button.
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SUPPORT TAB- UNIT OF MEASURE - EDIT

16.7.3 Edit a UM

1. To edit a UM, first, highlight the UM by clicking once in the box to the left of the

UM column.
(] DESCRIFTION
ACRE ACRE
B B
CF CF
Cl Cl
Y Y
GRP GRP
HLF Hundred Linear Feet
HRS maching hours
LBS LBS
LF LF
LS LS
B MBI
MGAL MAGAL
MHRS MHRS
PRAG PBAG
POAY PDAY
PO PR
SF Soguare Foot
=Y Souare Yards
ToM TOM
WLF WLF

Ecit

2. Use the mouse to click-once on the

3. The Edit UM template appears.

& Edit UM

LIt

Description:

button.

x|

|Em:H
|Em:H

4. Use the mouse to click-once in UM text field change the incorrect information.

Do the same for the Description text field.
i button.

5. Click-once on the
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SUPPORT TAB- UNIT OF MEASURE - DELETE

16.7.4 Delete a UM

the UM column

(] DESCRIFTION
ACRE ACRE

B B

CF CF

Cl Cl

HLF Hundred Linear Feet
HRS maching hours
LBS LBS

LF LF

LS LS

B MBI

MGAL MAGAL

MHRS MHRS

PRAG PBAG

POAY PDAY

PO PR

SF Sqjuare Foot
=Y Souare Yards
ToM TOM

WLF WLF

Delete
2. Use the mouse to click-once on the —l button.

To delete a UM, first, highlight the UM by clicking once in the box to the left of
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C.HOW TO... SUPPORT TAB- UNIT OF MEASURE - PRINT

16.7.5 Print a list of all Funding Sources

Prirt
1. Use the mouse to click-once on the —l button.
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C.HOW TO... SUPPORT TAB- UTILITIES - VIEW

16.8 Utilities
16.8.1 View Utilities

1. To access the utility menu, use the mouse and click-once on UTILITIES in the
Support menu. The Utility menu appears on the right side of the screen.

Find
Text Field

Electrical kems

Gas tems

Sewver fems

Telephone tems
Water tems

Print

Delete

Edit

Add
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C.HOW TO... SUPPORT TAB- UTILITIES — ADD

16.8.2 Add a New Utility

1. Use the mouse to click-once on the M button. The Add Utility template

x|

appears.
g5 Add Utility
Ittility Cocle: ||
Description; I

2. Use the mouse to click-once in the Utility Code text field and type in the

code. Do the same for the Description text field.

3. Click-once on the button.
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C.HOW TO... SUPPORT TAB- UTILITIES - EDIT

16.8.3 Edit a Utility

To edit a utility, first, highlight the utility by clicking once in the box to the left of
the UTILITY column.

1.

UTILITY ) DESCRIPTION
El Electrical tems

Gl Gas tems

Sewver tems

Tl Telephone tems
] Water fetns

2. Use the mouse to click-once on the button.

3. The Edit Utility template appears.
X

Litility Coce: IB|

g5 Edit Litility

De=scrigtion; ISewer Items

4. Use the mouse to click-once in any text field that has to be changed. Type in
correct information where applicable.
5. Click-once on the 2% | button.
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C.HOW TO... SUPPORT TAB- UTILITIES - DELETE

16.8.4 Delete a Utility
1. To delete a utility, first, highlight the utility by clicking once in the box to the left

of the UTILITY column.
LTILITY| DESCRIFTION
El Electrical kems
=l Zas tems
Sevwer ftems
Tl Telephaone kems
1l Water tems

Delete
2. Use the mouse to click-once on the —[ button.
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C.HOW TO... SUPPORT TAB- UTILITIES — PRINT

16.8.5 Print a list of all Utilities

Prirt
1. Use the mouse to click-once on the —l button.
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